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PREFACE 


addition, &s the Regular Officer selected to organise and 
* — *'■**• * - * * **^ - Training Corps m 

\et o{ Parliament 
>f Tolnntary mih* 
iiQiDg the aboTe 
majority of the 

■ all that pertains 

t dy keen to learn, 
which made task an easier one After pasting some 


IS essential and uhat anneccesary to a student of 
minor Tactics My greatest difficulty was to find a book 
suitable for the latter There were excellent official text 
books, and numerous books written by clerer tacticians, 
but the former contained far more knowledge than was 
necessary for the moment, and six or teren of these books 
were required by the student, eren then his difficulties were 
not over, for he had to ascertain wAnt parts to read and 
nhat to omit. The chief objection to most of the latter 
was expe ' ' , * 

enough ' ■ 

grappled 
‘Tactiea 
this met • 
want, an ' • 

IS the rc' • ■ • i 

tuev(«s as • • • 

iip-to^at • • 

Tactics and Organisation 



PREFArR 


Tl 


We are at war with a iiatiun which haa for many years 
steadily prepared for a policy of ‘ Might is Right ’ All 
that IS Dost m Germany has been concentrated on an 
endeavour to make her vast war machine as perfect as 
possible As the a^gressoi ehe also possessed the enormous 
advantage of the initiative and her super expert spy ” 
service kept her well informed as to the strength and n eak 
ness of her intended victims As a consequence Germanv’s 
declaration of war found her fully prepared in all details 
and with a knowledge that she had secret advantages not 


superiority over 
“trickery” V 
bined to bring 
by students of 
“Trench ^\ nr,’ 

must have surpiiiieu uu out uie luusi. isi seeiiii, suiuieis 

inrds, 

slopes 

vtuiLu ine Hiiiuei^y auu uuiiaiv uavu so largely puyed a 

E; 

sprung with little siiecens, and the cards are more or less 
on tho tabic, for the past fow months the initiative fans 
been parsing into the hands of tho “ Fntente,” and the 
German preponderance in heavy and light artillery and 
machine guns Las passed for over With a decreasing 
artillery strength, and with a considerable shortage of 
“ lit Line Troops," Germanv s plans for the future conduct 
of the campaign will prolmhly undergo many changes 



rhXTxct 


Til 


TL» fret iJat freia tie retxreaeEt fro= Moss, ?-&- 

hiVi^T ti« a'xx LriHust operatica of ast war, asd oae 
whica oaly tie taoEt t-giiT-nxiaed araiy eoaJd hare 
pLib^i wrlioat disaster, to the adrasce to tie Aisae, u 
CT« Tie aecoad piaae, tiai of treaei warfare, has liea 
forsd caitaile to all aides darixig tie wrcter caspain, b^t 
It 18 eerlaia that a third acd probablj last, phase is 
rapidlj approaciicg. wiici will reqmre'a fc^w ledge of 
sisor Tactis iroa ail taking part. For tii* reason 1 hare 
dealt w^tb eiso* probletts, scci as a yonag OScer eight 
be called epoa to ealre, azd hare girea tboee solatioas 
which Eight ooenr to Lia at the Eoiaeat Soae of ties 
Bay not appear tie beet Betbod^, bet me deeir« is to 
eacoarage OB'ers to art qnicklT acd to realise that rapid 
artioa asd d»lerBiaed eron is Eore likely to taceeed ir 
war thaa delay aad carefd eoasideratioa of waea acd 
Beans ilx expeneaco eonricew Be that tiere is far too 
great a teadeamr to adopt this second method Onficality 
of tiac^t, and of aethods, prandteg the Bam priacipl«« 
of Tartios are not nolated, are essential la a good OScer. 
aad are to be esootiraged The eore original the plan, if 
otherwise tartieaDy aonad, the les« likelx wUl it be erpertei 
by the eneny 

Tbroaghoat the lartrcrtioa it oost be reseabered that 
■ •. « » * • , r ’t 


■ "l ■ » 



Book” when reqoired, if eaer 


J L Strarax, 
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DEFINITIONS AMD TSCHMICAL TERMS 


Amgle op Descent — The ande which a tangent to the 
trajectory males with the line of sight at 
the point where they intersect 

Bight —A loop formed on a rope the two parte of which 
lie alongside of one another 

Bivouac —An encampment without tents or huts 

Command — The vertical height of the crest of a work above 
the natural surface of the ground, or above 
the crest of another work 

Cover — Concealment from view or protection from fire or 
a combination of both 

Dead Ground — Ground which cannot be covered by fire 

Enfilade Fire — I ire, the line of which sweeps a target 
from a flank 

Fascine — A long bundle of brushwood, tied up tightly used 
for road making revetting etc 

Field of Fire — Any area of ground exposed to the fire of a 
given body of troops or group of guns 

1 OREGUOUND — Til it portion of a field of fire lying nearest 
the origin of the fire 

Frontal Fire — Fire the line of which is perpendicular to 
the front of the target 

Gabion — in open cvhnder of bmshuood, sheet iron, etc, 
used for revetting 

Gradient — *' •- repre. 

measured 

measured 

Head Co\eii — Covtr against frontal or oblique fire for the 
beads of men when firing 

Oblique Fire — F ire, the line of which is inclined to the 
front of the target 

OvERDEAD Cover — Cover against proiectiles whose steep 
angle of doerent would otherwise enable 
tin in to strike the target 

Relief — T he length of time that men nave to work 1 efore 
being relieved, or a party of men who work, 
or w no are on duty, for a given length of 
time 

Reverse 1 ire — AMicn the roar instead r>f the front of the 
target IS fired at 

Sangar — \ drv built stone wall, fo give protection against 
rifle fire 

Task The amount of wort to be executed by a man , durin g 

n_yilief 

Trench — An escaiaiion which is for use eithsr a« a means 
of eonceslment or protection, o- both 



DEFIMTIOSa AND TECH'CICAL TERMS 


Tratzrsx — A bank of earth erected to gire cover against 
enfilade fire and to localise the burst of 
shells A tongue of earth left projecting at 
right angles to a line of ti eneb is a traverse 


TOPOGRAPHICAL DEFINITIONS. 

Babin — A term u<ed to describe (a) a small area of ground 
eurrounded or nearij surrounded by hills , 
and (b) a district drained bj a rirer and its 
tributaries as the basin of the Thames 


OoROe — A rugged and deep ravine 
Knoll —A low detached hiil 
Plazeac— elevated plain 
Saddle — \ col 

Spur— A projection from tlio side of n bill or mountain 
running out from the mam feature 
WATBRsnen —A ridge of high land separating two drainage 
basins the summit of land from which 
water divides or flows in two directions A 
watershed docs not necessarily include the 
highest points of n chain of mountains or 
range of hiHs 


TOPOGRAPHICAL TECHNICAL TERMS. 

Buniso —True bc-inng is tl e angle a hue makes with the 
true north line 

COXTOCR — T*- -** “ *- — ’-n - — - - 


surface (of the ocean for instance) would 
intersect the surface of Ibe earth were it 
raised suece sirelv bv equal amounts 
(all op a Bi\ rit — Its slope usually measured m inches (or 
foil per mile, thus tune inches per Rule 
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DEFINITIONS AND TECHNICAL TBKMS 


Horizontal i.QCiv\LFNT —Sometimes ^vTittcu B t> , is tbe 
distance m plan betireeii two adjacent coO 
tours measured lo fsrds 


Orienting or Settivq a map or plane-table is the process of 
placinf; the map or plane table so that the 
north line points north 

Resection — A method b; which the sketcher determines his 
position by observing the bearings of, or 
draning lines from at least two previously 
fixed points 

Verticil Interval — Sometimes written Vl and always 
given in feet is the difference of level 
between two adiacent contours 


TEN MILfTARY MAXIMS. 

I — ' It la the special province of a good general to over* 
come by policv (strategy and tactics) no less than by the 
sword ’ ->^£8AR 

II — In war everything is simple, but the simple la the 
most diQjcuIi Napoleon 

HI — Give the enemy credit fordoing the right thing, and 
for knowing more about you than he docs in reality 

IV — Errors of judgment may be overlooked, neglect to 
tal 0 mititarv precautions never 

V — Do not overextend a front, victory depends finally 
on concentration 

VI — ho great result can bo obtained without correa* 
ponding risk 

VII —Avoid countermanding orders [Order, Counter- 

order Disorder ] * 

VIII —Feint* must be made in strength, or the enemy 
will not be deceived 

IX — ^Whatever you decide to do, carrv it out with dash 
and determination 

X — Defensive success can only be obtained by a vigorous 
offensive 



FIRST PRINCIPLES OF 
TACTICS & ORGANISATION. 


NOTES UPON THE MtiHTlNG THOOPS AND 
THEIR CHARACTERISTICS 


CAVALRY. 

Tactical SuWtvmon of a Caxalry Ileotment 

X cavalry ' ’ ' 

7 oTccra an< 
aquadrooa ( 

(including t 
major, «lio 
Fach aquad • 
inandod by 

into (our acctiona each under tlio charge cf a aergeant, 
senior N C O — (I 6 Regs , pages IMS; 


itifmtrr Intlilion 

The usual order of march of cavalry on a road is column 
of sections (four men abreast) 

A cavalry brigade consists of headquarters and three 
cavalry regiments 

Tbe^lst I ino Transport of a cacalrv regiment consists of 
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squ-idron) six pack horses (two per sq^uadron) for scouts 
74 draught horses, 20 bicycles, one G S wagon for cooks, 
four G S wagons for baggagCj G S wagon for raft 
equipment and 37 drivers 

The train of a cavalrv squadron consists of — One G S 
wagon for supplies one G 8 wagon for baggage, four heavy 
draught horses, and two drivers (from the Army Service 
Corps) 

Tools earned in 0 S wagons of 1st Line Transport of a 
cavalry regiment — Shovels 18, pickaxes 13, felling axes 
13, hand axes 7, billhooks 12, reaping hooks SG, folding 
saws 3 hand saws 4, wire cutters 5i, crowbars 3, sand hags 
150, mauls 3 

Exphsiits earrttd by o CaioJry Itfotment Guncotton (m 
eluding primers) 105 lbs 

Tuetieul Diitnlvlion o/ Caialry 

For minor tactical duties, such as patrols, cossack posts, 
etc , a section or half section u a useful unit to detail As 


Caialry on 2larch mih a Force of oil Arms 
As a general rule caiatry are too precious in war to be 
used for any purpose for which cyclists would be equally 
useful Therefore, as every battalion of infantry can be 
taken to lime at least nine cyclists, all available cavalry 
should be used for reconnoitring and other purposes for 
which infantry cannot be used, and should precede the in 
fantry by some miles on front and flank The exact 
distance would naturally depend upon the nature of the 
country, but five to six miles aboad to front and flanks is 


detailing mounted troops for outpost duty Horses require 
rest and, on nctno sen ico have usually quite enough to 
do during the div, without being used for night work In 
any case, cavalry attached to an outpost line can only be 
used during the night for (a) Cossack posts, (b) Standing 



three to six • . . ■ , 

consists of t • 

N C O Hot 

pnncipat ap. , 

could cODceutrnto unseen Beinf; halted they spare the 
horses The advantage conferred by the horse on cavalry 
enables it to carry out the following duties — Effect surprise , 
quickly search ground , rapidly collect and forw ard informa- 
tion, and so secure its mam body from surprise, screen the 
movements of troops in tho rear , pursue the enemy , seize 
important positions before the infantry can reach them, 
make raids on the enemy's lines of communication (usually 
abbreviated to L of C ), etc — (F S Regs . page 107 F S 
Hegs , page 111 ) 


Jnifependfnt and Prafeclire Caralry 


Cavalry allotted to n force of all arms are divided into two 
main forces— (Djprotectivo (or dirisional) mounted troops, 
(2) independent cavalry. 

(I ) Tne role of the former Is that of the unmcdule 
jiCotection of tho force it is covering, the collection and 

‘ ' ' ' * * * ’ to be of use to the com* 

< . he enemy’s cavalry from 

• ' . the columns in rear, to 

• ' • « • • of the slovier moving 

. * upy the'm. It will abo 

pravidc tho Joaunted e‘<T>rt3 and messengers required by the 
commander of the force, and will endeavour to keep touch 
with, and assist if necessary, the lodependent cavalry to 
its front (If tho latter doty be possible without interfering 
with its proper duty, i t , the protection of the troops in 
its rear ) The advanced screen of the protective mounted 
troops must be at least^five to__six miles ahead, and on the 
flan'^ of the infantry advanc^ guard of the force it u 
covering — (F S Regs , pages 89-01, 112-110 ) 

(II) ihe independent cavalry are detached for jpccial 
^I'sions, such as the obtaioiog of iafprmation regaling the 

movements and dispositions of an enemy, or the ^po- 
^graphieat festnres and _re«onrees of a country. These duties 
will often entail tho independent cavalry operating at a 


hdependent cavalry to ^elVat the enemy’s cavalry before 
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can obtain information Other circumstances may render 
an action undesirable The mam principle foi the action 
of the independent caaalry 13 the success of the special 
jnission assigned to it and nothing must be permitted to 
interfere i\ ith tho successful accomplishment of this duty 

The aerial sen ice noiv renders efficient inter-commanica* 
tion possible (under favourable circumstances) between tho 
independent cas alrv and the protective mounted troops 
This will enable the latter to assist the former whenever 
possible The aorial service must however only he regarded 
as an«UTiliary to the other methods of communication ( 1 1 
patrols mounted orderlies signalling etc ) which must also 
be used 

Being independent of the force 10 rear (t t , not detailed 
for its immediate protection) it can operate at any distance, 
and any direction from the force detailing it 

Caialry m Ihe AttaeK 

^hen close touch has been establisbwl with the enemy, the 
I avalry are usually posted on the flanks of tho attack eoekiitc 
to envelop tho*e or the enemy, to intercept any attempt 
on the part of tho enemy s cavalry to get round the flanks 
and to bo in a position to tako up tho pursuit when tho 
time arrives — (F h Begs , page 137 ) 

Caiolry «« Ve/rntt 

Tho cavalry m the defence is usually used to screen the 
front and flanks of the position , this is best done by forming 
a "false front” to deceive and delay the enemy ^^*hen 
diMon in they arc kept m rear of tho most exposed flank 
or, if both flanks nre secure, in some position from which 
they could issue to the counter attsefc quickly ond to the 
enemy’s disadvantage — (F S Regs , page 147 ) 

Cainhy in Itrar Gvard /Icfions 

Cavalry in rear guard actions aro best used well out on 
both flanks 

Cavalry on Outpost 

By day —Keep them well out in front and flanks By 
night — Atithdraw behind outpost line Ilorses require as 
much rest as possible 

Catalry Horses 

On actiro service a cavalry borso has to carry increased 
weight, in the shape of ammunition, etc , and yet has less 
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food, less rest, and less attentioa tlian under peace coudi 
tions Consoqucntlj every care must be taken to give him 
as much of these three desirable things as circumstances will 
permit 

Owing to extra duties m connection with reconnoitring, 
message work, etc , the cavalry soldier protecting an intantry 
march of 20 miles may have to cover 30 to 40 miles in the 
same time This fact must not be lost sight of 


11 capons of Caialri/ 

The arms of the cavalry are the rifle and sword 
Sergeants, drivers and trumpeters carry revolvers instead 
of rifles The lance is carriM in addition by lancer regi 
nienta Cavalry is therefore able to £ght on foot by fire 
action, or on horse b) shock tactics 

The Advanfagtt Caxatry possess over the other Arms 

(1) Ability to gam end transmit information of the enemy 

rapidly 

(2) it COB march rapidly, and be moved from one position 

to another without fatigoe to the men 

(3) It can cover long distances quickly ond forestall the 

enemy, by taking possession of important positions 

(4) It IS fitted for fire, or shock tactics 

<6) 1 Tcn at the end of a long march the men aro not 
unduly fatigued 

DiraJianfa^rs of Cnrolry 

(1) Horses rapidly deteriorate under tbo fatigue, short 

rations and exposure of active sen ice, and are 
extremely difllcult to replace 

(2) Practically useless for night operations 

(3) Itequiro good watering arrangements for camps, etc 

<1 6 Regs , pages 14 15 ) 

Aofri from (he German ITor 

The opportunities for cavalry actions have been few and 
far lietween duTing tbe pvewit war In an enclosed 
oountrv, with wire fences, and with ormoured motor^rs 
and mechanical transport, the r&le of cavalry has bMome 
most difficult 

In addition, the advent of aircraft, which travels faster, 
and whoso information is lioth more accurate and 
rapillv transmitted, his greatly decreased the valoe 
ravatry It must, howerer, be remembered that this 



to the present war, and the present type of warfare only, 
and the author is of the opinion that caralry mil always 
be found essential to an army The importance of training 


ENCINECRS. 

A field companr of Engineers consists of 6 officers, 211 
rank and file (including attached), and 76 horses It is 
dirided into four sections os id an infantry company, each 
under the command of a suhaitern A section is generally 
the unit detailed for minor oper&ttoas 

Tactical Duttes and ihslnbufton 
On a march towards the enemy, with a column of all 
arms Engineers are usually with the adranced guard, to 
clear roads repair bridges, destroy obstacles, prepare 
watering arrargements, etc 

During or pnor (c, an Action 
Engineers assist with laiprovement of communications 
creation, demolition and remora) of obstacles, selection of 
sites for, and assistance in erection of, fire trenches, direr^ 
tion of working parties, strengthening captured positions, 
etc— <F S Regs , pages 18-19) 

2Jurin!7 a Dftrcat or Dear Guard Action 
r. T" - T. «j _ . — ,t aijrauccd guard, to 

• ipede the march of 

The remainder of 
r guard, to create 

obsticles, to delay the pursuit, and complete demolitions 
previously prepared by h,Dgineer8 with tho advanced guard 
First Line Tran«port of a Field Company of Fngmeers 
consists of — Two pontoon wagons (can-vmg two pontoons 
. I trestles 

■ iical stores 

■ • • ion), four 

* • no cart for 

. ' * • , for head- 

quarters) 

Tram —One G S wagon for supplies 
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ARTILLERY. 

roeiical SuIwJiimon ond Organnatton of ArUUeiy 
The artillery of an army in the field consists mainly of 
h leld Artillery (R F A ), the bulk of irhicli in our armv is 


carried on the carnages 

There are also ITor->e Artillery (R H A ) batteries in a field 
army, whose role is to tvork »n coti)unction with the caTalry 
The horso artillery of our army u armed eitb a 13-pounder 
quick firing gun and tho gun detachments are mounted on 
horseback In the cavalry dirision of our expeditionary 
force there ere four R H A batteries — (F S Regs , pages 
15-18) 

For raaiKTUvrc a battery 0>orse or field) is divided into — 
(1) Tho firing battery 
(j) The fint hoc aagons 

Tho firing battery consists of 6 guns and C onmuni 
tion uagons The wagons of tho firing battery olways accom 
pauy Its guns 

The ‘ first line wagons’ consist of C more ammunition 
wagons These constitute the first reserve of ammunition 
available for replenishment and are kept some little distance 
in rear of their battery when in action 

Tho battery is commanded by a major, who has a captain 
to assist him Each pair of guns (1 and S 3 and 4 5 and C) 
IS termed a section ' and is commanded by a suhaltcm 
Foich section consists of two sub-sections each under a 
sergeant (cilled No 1) 

The us lal order of march is column of route fi r , each gun 
fnllonnl by its two wagons) 

Tie establishment of o R TI \ battery (War Fstablish 


are never used for minor tacticail oi<erations they will not 
enter into the soojws of this book 

\ brigade of 1 leld krtillerr eoosuts of Headquarters 
latieries and an ammunition column 
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A brigade of Horse Artillery consists of Headquarters,” 
2 batteries and an ammunition column 

of 

ho 

Ammunthon of Uoise and Field Artillery 
The only shell used mth 18 and 13 pounder quick firing 


obserrod They are provided mtli time and percussion fuses 
(one fuse combines both functions) irlitch can be so regulated 
as to burst the cylinder at any given time, or, to burst only 
on impact The bursting charge is purposely so neak th-it 


and to the very local effect caused by tbeir explosion 
Tactical Distribution of .Irtillsrif 
On the March — Itith a small force of all arms, artillery 


Objects of Artillery Fire 

Artillery cannot force the enemy to retreat by its onn 
destructive action It is the advance of the infantry alone 



The nnmary objects of artillery fire should therefore be — 

(1) To assist the morement of its oun infantry 

(2) To prerent the moeements of the enemy s infantry 

These objects nny be furtlercd by — 

(1) Inflicting losses on the enctn) and breaLing donn 
his moral 

(2) Distrovini, his mof nel and presenting reinforce 
mont 

(3) Reducing t) c resisting ponor of fortified localities 
and rendering them more easy of approach 

It IS legitimate therefore to use artillery fire for any of 
tl cse purposes in so far as thee contribute tosrards the end 
in new 

I Uriel ee — The asailabic artillery is usuaUy distributed 
over the entire length of the position The mam eoasidera 
tions governing this distribution arc — 

(fl) Ouns must Ik* concealed loth from aircraft and the 
front 
(t.) ^ 


irv<]uemiy allotted 

(e) Positions should enable guns to be fired up to the 
very end of the defence 

(d) Gun positions should give lull eSIect to fire from them 
and should be difficult for the enemy to range upon 
(i r judge distance bs gun fire) 

(r) Tl or should officr no difficulties to n retirement — 
(1 S Regs , page 142) 

On Oufpojl — \rti1lery are rarely allotted to an outpost 
line If used at all thev should command all approaches by 
d i\, nn 1 be nithdrai n ecU behind eutpost tine at dusV 

In Rror (luard Irlionr — ts the main consideration is to 
dilav the pursuit bv maVing tlw cncmj deploy prematurely 
artilUry are ininlusbte and must talce tnoro than nrdmary 
ri ks to achieve this end Tier will usuallv do best work 
(mm flank positions 

fsrovfs 

Artillrry «" Arfi a n defended ly the trtwps near it If 
Imaever, it is dotac) ed for anr particular purpose an escort 
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must acconip-iiiy it Thw is best provided by cavalry, or 
mounted infantry, but if none are available, infantry must 
be detailed (I£alf_co*npany of mounted infantry or half to 
one company of inhntry is usually sufEcient for this duty, 
unless circumstances demand that the battery be placed in 
a dangerous position) This escort must not keep too close 
to the guns, or directly in rear, but should protect them 
from a flank — 

Ktnih of drhllety Tire 
There are five kinds of artillery fire — 

(11 Pionfal JF tie — Mhen the lino of fire is perpendicular 
to the front of target 

(21 Obligve Fiie — "When it is inclined to the front of 
target 

(3) Enfiln le F%re —When it is parallel or nearly so, to 
the front of target 

(4) ^eierre Fire — When the rear instead of the front 
of the target is aimed at 

(5) Jndirrct Ftrr — Uhen the target connot be seen, anti 

guns are aimed bv means of c'llculationi, from man 
or by bearings (Iieam carefullv pages 14 to IB 
h S Regulations ) 


INFANTRY. 

Taclieal Sub ditisions of Infantrv 

An infantry Tegimcnt consists of two or more Regular 
Rattalions, one *' ’ ^ ^ 

varying numbs ans 

(Tonsequcntly i of 

infantry when ake 

\ery frequently made 

A battalion is^ commanded by a hcutennnt>coloneI, who 


and IS romnianded by n ma}or or senior captain, who has 
n junior enptam to assist him, the company is divided into 
four platoons each commandeu by a subaltern , tbeso in turn 
an each divuU-d into four sections under N C 0 ’s 



Otitr ©/ IfarcA 

Except when in actios icfantrr ebonld alvavs march on a< 
broad a front as possible Its normal order of march u 
colamn of fours 4 men abreast oving to its 'oitabilitv for 
marching on roads — (F S Regs , page 48 ) 

Transport o] on /n/onfry Baffolion 
This IS dirided into two portions, ni — the first Ime trans- 
port carrt-icg all the essentials for the immediate wants of a 
battalion in action and the tram contammg the remaining 
necessaries and le^ important articles — so far as the battle 
Itself is concerned The latter mar remam with the batta 
hon when action u not immment , bnt is left grouped with 
that of other tmits, well in rear when action is at all 
probable The exa^ distributions of the 1st Line and train 
are as follow 

Itl tine Trontpori 


it supplied 

FioAt I'ltek Iniinal* (two per companr) each carmna 
two boxes of S 4 K Theee follow direclJr in rear of eaclj 
rompanr, and go with their companies, if detached for anV 
purpose ] 

Tiro limhrrtd C ^ iraoonr carrring entrenching tool* 
etc (each cairving 33 ^ tborels, 1 s< t farrier s tool* 

3 signalling panniers o felling axes) 

One l/oKere Corf, carmng medical stores for the Medical 
OEcer 

One Oj?>fer*' Veil Corf, e^rrring oPicers’ stores 
1 fimlere.f (7 ^ 11 otfon f^r ererr pair of machine mm* 
of Ilattahon (If four guns are issued tao wagons will U 
required ) 

Two lloferrorts 

four Tnirfflinu TiilrArns (one per con pans) 

Nine Ilir^ele* for intcr-cotBiniimcation pa , 
bfadiuartirs and tao per eompanel — ^F ** 

30 4* 5" ) 
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The Tram of an Infantry Battaiton 
(rormorly called 2nd Line Transport ) 

This consists of four G S vagons (four hotses) for baggaLc^ 
stores and supplies 

Tutiil of 1st Line Tinnsport and Frain — 23 vehicles, 2G 
drivers 20 draught horses 8 heavy draught and 9 pack cobs 

Inf iiitrv possesses the follovting advantages ovei the otliei 
arms — 

(1) It can advance and fight over any kind of ground 


(2) ’ 

- 

(3) 

dly 

(4) 


(5) 


(6) 

tc , and 


(7) It finds cover and concealment aoro readily 
Tlio disadvantages aie — 

(1) The infantryman arrives at the end of a long moieli 
far more fatigued than the artillery or cavalryman 

(2) Infantry cannot march more than a certain distance 
in a day uithout the fatigue decreasing lits offensive 
powers — (as a maximum, 30 miles) 

(3) Compared n ith the other arms, it is slon 

Modern arms have conferred great advantages upon tlio 
infantry It is non generally recognised as the principal 
arm of the service, so *far as the decisive results of battle 
aro concerned, as no battle can bo non without hand to hand 
encounter It possesses the additional advantage of being 
able to act independently of the other arms 


Tactical Dtsinhvlton of 7n/an(rii 

Attack antlj)efenec — In both attack and defence, infantry 
are divided into four main bodies 

(1) J'lnnff 7,»ne —Composed of those men to whom 
definite objectives, or targets can bo given 
j 2 ) o — — T' "S'* ~ r-»i- — v-fi- ~ I, the 


(3) 


imd 
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(O / rifrrr - PrsrtirallT • fourth • f ll • ftitii. 

foret* Ifpt in 7 and andrr Ih* p**r»r'TT"f cfirM-t on ot 
tlio nCTofr mmmanliRC to taV<> •ilrantac*' of tho 
ciiciTiT « nii»takr^ or to prctmt tbo rnoitiT taking 
adrintago of tni«tak«>a mado ly thrir opponcnla - 
(h ^ Hr-ca 13.V1W) 

j. .... ; • • j . - - j . » 'iOUJoSOO 

• ■ ■ ■ ’hp pnptnya 

• • ■ 1 . I y circum 

I • < . ■ . • ■ « aiiinn fmm 

which It ran liost fulfil ita dutira 
/n f^ r liffmet, tlip aupporla arp j;rnrrally only a abort 
ditlance' Tn rrar of finng imp Tha local rrsPtTpa arc l>rhin(l 
Bupports The duty of the aupporta i« to rcinforco the Gnng 
lino, the duty of local rcvirpa la to make local counter 
attacks when the enenr aasanlts the position with bayonets | 
The general re<erTe is kept in some position from which it 
can rapidly dctirer a counter attack or in rear of a weak 
flank hererer it ii, its duty u that of delirenng a counter 
attack as a purely pasaire defence is oseless — (h 6 Regs , 
pages 141 14)1 ) 

It IS naturally impossible to eire fixed distanrea, fixed 
positioni, or fixed dispositions, for any tactical operation 
All will ao entirely depend on — (I) Tlie end in new (2) The 
nature and topography of the country (3) Tbo rcspcctire 
Btrengtha (4) Tlio enemy’s dispositions As a general 
gnide, the osusl distances, etc . will bo giren, but it must 
^ remembered aurb are not to he ngidly adhered to, should 
the circumstances not lend themselves to tbo same 
(Read carefully pages^^l to IfiO F S Regulations ) 
Infanirv*n Atltaneed Cuorefa 
In an enemy’s country tbo march of all bodies of troops 
must be protected by detachments thrown out in front rear, 
and frequently on the flanks of their march Such are known 
as advanced, rear and flank guards 
h rom front to rear infantry in an advanced guard is divided 
into vanguard and mam guard, preceding one another, and 
the mam body Tho distance l^tween vanes according to 
the size of the force, nature of the country, etc , but m all 
cases these distances increase from front to rear For 
esamplo the point roi^ht b^^OCbjards from the vanguard, 


force furnishing the advanced guard, the ' 
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sufficiently strong and be in sufficient depth (t e , distance 
from front to rear) to fulfil the following requirements — 
<a) To drive oS sm-tll parties of the enemy 

1 (b) To proveut the mirch of the mam body from being 
delayed 

(r) If It encounters a large force of the enemy to be 
able to keep it tn cheek while the main body pre 
pares for action 

(d) ^Vhen the enemy u met to assist the cavalry to 
obtain information as to his strength, etc 
(Road carefully pages 88 to dl F8 Regulations ) 


/»/anfrv tft Rear Guards 
Rear guards maj be either — 

(A) Rear Guard to a force adranetng — In this case it is 
divided fror- — * - j- -J i 

TTie duty o « 

column (. 
which may 

atelf small t 

guard — (F S Rega , paSfsTJJ— 93, 181) 

(fl) " ' ••• ' . ■ 

it is t 
tactic 
purclj 
most 

to perform The strength of such a roar guard may vary 
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It tlicrcforr ton«titut<‘« one of tho most <IiF cult operation* 
of »ar 

<2) Another (hfrcroiicc tt that a rear guard cummaoder 
usually has no latontinn nf tnaVinir « derisiro counter attach, 
and may iherclore place practtrall* the whole of his arailabln 
strength in the firing line from ttio commenccinent 
Hit general resrrre may ho <inito small 

Irfion of r<ar Ouanl 

If the enem* a pursuit has not reached the rear guard, 
the latter will follow ita main body in the following order >— 
(I) Mam guard to hold baek the enemy at all costs To 


^^’hcn obliged to retire, a moment for which no definite 
ruling can be giron <but which, m order to fulfil tho duty, 
usually means when the enemy baa deployed, and tbreatena 


Infantry m Ffanl. Guards 

A flank guard is dirided into main guard aod flanking 
party If of sulEcient strength it mar also require small 
adranced and rear guards With a small flank guard sco 
will suffice for this purpose 
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Tho flank guard’s duty is similar to that of an advanced 
guard, except that it has (o provide for the protection of its 
main body from flank attacks Consequently the flanking 
party marches on the enemy s flank of its mam guard, tho 
exact distance to the flank depending on exactly the same 
considerations as that of tho advanced guards — (F 8 Regs , 
pages 94-180 ) 

A flank guard may either be required to advance parallel 
to tho main body, or to occupy, and remain in certain posi- 
tions until the mam body has passed them Ihe mam 
principle is that all giound in front and on the flanks, which 
the enemy could hold, should be searched by scouts of the 
advanced or flank guard prior to the arrival of the mam 
body within eflective rango of such positions 

In nil cases (i e , in advanced rear, and flank guards 
attack and defence), scouts should precede all advances 
(Read carefully page 91 F S Regulations ) 

Infantry on Outpost 

From front to icar infantry on outpost is divided into 
roups (finding sentries), piquets, supports and reserves 
'he sentries ran be single or double If double, the men 
land within uhisporing distance of each other 
If the country is close, or special precautions are nceos 


Oruupi — A t.ioup stniry post coiisiscs 0 {^ajQ,u men 
nder a N C 0 It is furnished from a piquet in rear, and 
ehcvod every 8 or 12 hours Those men of the group not 
in sentry duty lie down and sleep, but are not allowed to 
omovo their accoutrements or loosen belts, etc , and must 
e ready for instant action \ *' group" may bo ant 
istanco up to 200 yards from lU piquet, m order to give 
imely warnin'g of the enemy’s approach, and wiU^rctire 
pon_^thej>iquct lino should tho enemy attack, after making 
sure It IS prepared to recciro it, unless tho circumstances 
demand that tho "groups" must hold their ground at all 
costa — (F S Regs , pages 106-7 ) 
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r«5n«<J — Tho line occupied by the piquets generally is ih< 
line to be occupied I v the mam body in the crcnt of attack 
Con'cquentlv all piquets will entrench iramcdialely upor 
taking up their positions and make their positions as atronj 
as possil le No definite distance from the main body can b< 
- r . .1 . - o.oiin --.d 


* h( 

■ ti. 

reinforced 1 j the supports and reserves in rear 

K platoon forms a convenient piquet on service Takinf 
its strength as Uing 50 N C O s and men it ran find th( 
follow ing duties — " 

12 men 1 sentry 0 
It •connoitring pati 
1 Ul G \ C O B 

Iwais be with tin piquet) The remaining men remain 
n itb the piquet and can b« utilised for other duties patrols 
messengers cook entrenching etc To calculate roughly 
ho 1 nianr duties any small body of men can provide, remem* 
hei there should le thie« times the number of men on duty 
at any oue particular time — (F 6 Regs pages 105>10G ) 

If men are scarce or it is considered necessary to havo 
■ loro men with the piquet the sentry groups could be 
re' ■' -j o _ > 1.S 

of • • 

th • • 

pc 


readiness for instant action Its strength is approximately 
that of the whole of the piquet and supporting lines 
Detached Po«t* — Detached posts are a source of we 
and should be avoided if possible, or only used to 
advanced positions that cannot be included m the 
line, and yet would prove advantageous to an enemy 
Regs , pages 107 9 ) 
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** * most important body Ihe 
initm aSrance nf the outpost tioops to the piquet hue is 
covered by a party, usually found from the proposed sup 
ports, called the ‘ covering party ’ This party usually 
uorks in groups and proceeds ircll out to front of the 
ultimate piquet line (t e , to a position from which it can 
cover and protect the troops in rear^ It is not withdrawn 
until all arrangements hare been carefully made for the 
secure defence of the piquet line when it will_j:cjoin>^e 
supp o^s an rear — (P S liega , page 1(M) A jilatoon forma 
Til effective covering party to a^mpany — •~-- 

Problems dealing with the service of protection must fre- 
quently fall to the lot of a junior officer on service, and in 
examinations Consequently a thorough knowledge of their 
many details must bo acquired, and perhaps more attention 
be paid to the principles of advanced, flank, rear guards and 
outposts than the remaining subjects 
(Read carefully pages 03 to HI F S Regulations) 

Maehtne (runs 

The presence of machine guns with each battalion must 
never be forgotten It is only in examinations that they 
aro likely to be lost sight of on active service they are 
found too useful to forget 


Tho chief uses are — 

! Jn Attack — to) To rover the odianco of the battalion 
(6) To take advantoge of indiscretions of the enenij (cx 
posure of his artillery, infantry or cavalry) 

I (e) To hold positions that have been captured 
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In Defence — (a) To command iny defiles tbrou^b which an 
enemf could come In a mihtarj tense, a defile is anything 
«hich contracts the front of a of troops, a bridge, exit 
from wood ford, gateway, etc 
(b) To defend weak points of the position 


iiiiuuie — VI a tki^s page sti j 
(Note — The normal rate of fire with Mark t II smmanw 
tion IS 500 rounds per minute) 

Briefly the adrantages of machine guns art — 

(1 ) Well concealed they are inconspicuous and delirer 
a Tolume of fire out of all proportion to the extent 
of front they occupy For instanco a line of 40 men 

(2) 

(3) . • . 

and can be worked by two, or eren one, man 
Their disadrantages are — 

(1) I •’ hey are 

unless 
and nrej 

(2) . ■ . I 

(3) Used indiscriminately, they expend ammunition out 
of all proportion to the good they do 


Decent Ifotes on Maehtae Gun$ 

The importance of the machine gun has been much 

emphn* ~ *' — * 'c‘— ^ — - super* 

abunc taken 

great • , . ■ i every 

way a ■ ■ 

0 2 



18 


^£ln.i ennQ P arjy — Ihii is a most important body Ihe 
init:^ 'advance of the outpost troops to the piquet line is 
covered by a party, usually found from the proposed sup 
ports, called the ‘‘covering party” This party usually 
works m groups and proceeds ncll out to front of the 
ultimate piquet line (t e , to a position from which it can 
cover, and protect the troops in rear) It is not withdrawn 
until all arrangements hare been carefully made for the 
secure defence of the piquet line, when it TCill_jejojiL»tie 
supp oirta jn rear — (F S Regs , page 104) Ajilatoon forms 
an effective covering party to accompany ■* 

Problems dealing with the service of protection must fre* 
qucntly fall to the lot of a junior officer on service, and in 
examinations Consequently a thorough knowledge of their 
many details must be acquired, and perhaps more attention 
be paid to the principles of advanced, dank, rear guards and 
outposts than the remaining subjects 
(Read carefully pages 93 to 111 F 8 Regulations) 

Slachtne Guns 

The presence of machine guns with each battslioii must 
never be forgotten It is only in ezaminotions that they 
aro likely to be tost sight of on active sen ire they aro 
found too useful to forget 


Iho chid uses are — 

In A Hack — to) To cover the advance of the battalion 

(b) To take advantage of indiscretions of the enemy (ex 
posure of his artillery, infantry or cavalry) 

(c) To hold positions Hint have been captured 
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In Defrnrt — (a) To commaod any defiles through which at 
enemy could come In a military acme, a defile is anything 
«hich contracts the front of a b^y of troops, a bridge, ciii 
from wood, ford, gateway, etc 

(b) To defend weak pointa of the position 


VncBf the edraotages of machine guns are — 

(1 ) Well concealed they are inconspicuous and delirei 
a volume of fire out of all proportion to the esten 
of front they occupj For instance a line of 40 met 
would be unable to fire as mjnv accurate rounds ii 
the <acce time as one machine gun 

(2) Thev enable concentrated fire to be delncred in an; 
direction fur long or short periods 

(3) They are extremely portable afford a small target 
and can be worked by two or even one man 

Their disadrantages are — 

(1) If seen by the enemv within close range, they ar 
compsratirely easilv put out of action, unles 
aiternatire positions hare been selected and nr 
occupied directh the others ore discovered 

(2) They are extremely ItebJe to jam 

(3) Used indiscriminately, they expend ammunition on 
of all proportion to the go^ they do 


stances may demand that tber must be advanced to ver 
close range Such will only arise when the consequent ns 
(for a machine gun crew form a very distinctive target, an 
are difficult to conceal) is jnstified by the prospective gam 

ilecrnt ^ofes on Jfachine Cum 
The importance of the machine gun has been mne 
emphasised in the present war The Germans were supei 
abundantly supplied with them and had evidently take 
great pains to make their “gun teams” efficient in ever 
way and made a careful study of the subject 

C 2 



It has be^n recognised that t«o machine guns per batta- 
lion are insufficient a^inst an enem^ so liberally provided 
with this « capon, ana a considerable increase per battalion 
will probably be made This will require a_proportionato 
increase in 
draught ho 
and rank ar 
that our hk 
and that oi 
than mecha 

The Germans have evidently paid great attention to the 
tactical handling of machine guns and aro escecdinglv 
expert in their use, and most skilful in their concealment 
If possible they occupy positions which enfilade approaches 
to their trenches, and aro yet screened from our frontal 
fire 

Machine guns in the firing trenches should be placed in 
re-entrants of the line, if possible so sited as to be able to 
enfilade the main trenches in ease these are cantured, they 
must alaavs be earefullv "wired in," screened from view 
and have alternative positions to move to 

It mil bo obvious that a badly-coneealed machino gun 
quickly j ’ • 

such acci 

ordinary ■ 

be used 

as to ju ' 

targets s 

the waj* „ , 


ns at night 
re IS danger 
’orses should 
concenlrntcd 
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^ dintion IS command<^ bj a Lioutcnant- or Jlajor- 
Geccral, with a large Headquarter Staff (Abbroriatod to 
•• Headquarters ”) 

It consists of — 

“Headquarters” and 3 Infantry Brigades (12 batta- 
lions) 

Dmsional Mounted \ ^ Caralry Squadron 
troops — r 

1 3 F A (Field Artillery) Brigades (9 
batteries) 

1 P A Ilowitrcr Brigade (2 bat- 
teries ) 

1 Hearr battery and ammunition 
column 

t Dirisional ammunition column 

Dirisional Engineer, (2 Field Componies RE (Royal 
“Headquarters” Engineers) 

and -> 1.1 Signal company 

_ , ,s ^ , (I Dirisional train 

Other Details anibulances 

Total, 16,0r3 all ranks, 5,592 horses, T6 guns, 21 maehino 
guns, 6^ carts and wagons, 9 motor cars, 0 motor cycles, 
275 bicycles 

A’ot* —This establishment will bo increased owing to 
recent changes 


FIELD ambulance. 

The medical unit is now tbe field ambulance of the Royal 
Army Medical Corps A certain proportion, or number, of 
these are attached to all fighting units — (F S Regs , page 
62) 

A field ambulance consists of nine medical officers, one 
quartermaster and 224 other ranks (this includes attached) 
It is divided into three sections (A B, and C), each con- 
sisting of one bearer snb-dinsion and one tent suVdmsion, 
which can accommodate 60 sick, and tf capable of acting 
independently, or eren being mobilised separately 

The transport consists of ambulance wagons for tbe 
carnage of sick and wounded, and transport wagons 
carts for the carnage of medical and surgical stores, 



menfc and water Being an admiPistrative unit, this trans 
port inarches with it as & whole 
Tho war establishments of the sOTcrnl units and details ot 
tho Army Medical feer\iccs shoeing the composition ns 


Union Jack flying side by side, afld during tho night by two 
wbito lamps placed horizontally 

Uciieral Dufies tn f^e Field 

Tho general duties of Field Ambulances and Cavalry Field 
\mh\i\aT.eta aiz, voiy \asd down va UrtVA SftTvvca 

Regulations I'art 11 , Chapter Xl 

Diipostfion o/ At'ihulanees 

As a general rule the dispositioo of ambulances id action 
IS — 

(1) The whole hearer division or one or two tub divisions 
in advance 

(2) Ihe amhulanco wagons working between tbe bearer 
diwsion and tho dressing station or advanced dress 
ing station 

(3) Tho last named post, formed by one or more tent 
sub divisions with tho medical store carts and water 
carts of tho section or sections 

(4) Tho remainder of tho unit, • r , tho lections, aub 
divisions, or transport hold m reserve 


r<~ << a — • a 


In Attack 

Tho A D M S will nominate tho number of Field 
Ambulances nr sections be intends to employ according to 
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collecting station ttor shgbtly wounded men) 

In all largo units, t e ■ a regiment of caralrj, II A 
Brigade, battalion of infantry, etc , a medical officer is at> 
tached with a certain proportion of regimental and 
R A M C noncommissioned officers and men, and medical 
equipment, to assist him in carrying out his duties, t e , 
stretcher bearers, water and sanitary duties and in render* 
ing first Bid 


found 

The field ambulances W|U maVe every endeavour to get into 


eieniujiiy uu laaeu uaia lu u iieiimg uuspiLsi, »ui<.u u 
normally located at an advanced base, or if likelv to be fit 
in a day or two may be detained with the ambulance and 
then returned to duty 

In Vt/ence 

As in the case of attack the A D M S will issue orders as 
to the prelimiuary arrangemeote and the disposition of the 
medical units of bis division 


In Beitreneni 

In anticipation of a retirement, all casualties fit to travel ^ 
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should be sent back, slightly wounded first, to avoid being 
made prisoners of war The bearer division and ambulance 
wagons remaining in touch with the regimental medical 
establishments If it should bo impossible to remove all tbe 
wounded, medical personnel, with stores and equipment, may 
be left in charge under the protection of the Geneva Con 
vention but as a normal rule, these should not be allowed 
to fall into the hands of the enemy without an order to that 
effect from tho commander of the division 

GAVALRY FIELD AMBULANCES. 

A cavalry field ambulance is somewhat similar to the field 
ambulance in its organisation and duties It is more mobile, 
and IS equipped with special light ambulance nagons in adcli 
tion to heavy 


(this includes attached) Its transport consists of 10 smbu 
lancp wagons (4 hcarv C horsed and 6 light 2 horsed) 2 
G S (general sen ice) wa^ns, 2 forage carts 2 water carts 
and 2 bicycles equally divided between each section, one 
cook's wagon for the whole unit, one G S wagon for re* 
pairs, etc , 36 drivers (A S C ), and 66 horses 
On the inarch it occupies a road space of 276 yards, when 
the personnel is carried in the wagons and normally marches 
in rear of the brigade ammunition columns 
Ambulances are allotted as follows — 

To a division—^ field ambulances 
To a cavalry diiision— -4 cavalry field ambulances 
To a mounted brigade— I cavalry field ambulance 
To army troops— os required 

Tho Mark V * ambulance wagons will accommodate four 
cases lying down or 12 sitting up, or two lying and four 
sitting (Mark VI , six sitting) The light ambulances will 
carry two cases lying or eight sitting 
(I iJe F S Regulations, Parts 1 and II , nnd It V M C 
Training. 1011 ) 
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NOTES ON tNTER.COMMUNICATION 
AND ORDERS. 

ItuUi at to irordiiiff Orders, Meiiaijei, etc 

1 Wording must b« as precise as possiblo consistent nith 
cUarnees, and writing easily legible Anything of an 
indefinite or conditional nature, such as ‘ dawn,” ” if 
possible,” ” should," etc , must l^ asoided 

2 The hour must be foUoired by a m or p m , and the 
hour 12 by noon or midnight in words A night is 
described night 14/lS June or night 30 June/1 July 

3 Names of persons and places must be in block capitals 
end spelt ezaetlT as on map used, so DHLFaST 

1 Units are described by their Army List abhreTiations 
In naming a unit from which a portion is excluded the unit 
IS named ” less 1 troop, etc , added, e {r , 1st It I R less 2 
companies ” 

5 The map referred to must bo stated Position of 
places will be denoted by the points of tbo compass, e q , 


underlined A road is indicated by tlio name of tbo places 
on it, enough places being named to ensure that the road 
intended is followed The terms “right" and "left” are 
used in describing river banks, it being assumed that the 
writer is looking down stream 

6 Compass bearings are alwavs true bearings, and this 
should be stated 

7 If the order report or message refers to troops reaching 
a place at a certain time, it is assumed the head of the 
mam body is meant 

8 Except in case of rivcra, indefinito terms, “ behind,” 
“before,” "this side of," etc, must noier he used — (F B 
Regs , pagcA 31'413, 132 ) 



ile»»agca 

Messages are frequently mixed up with orders The 
two forms arc entirely distinct and both should be carefully 
committed to memory A message should always read as 
follows, commencing with — 

No of metaagt 

^ame, Itanl Un\l, or appointment and 
addresi of person to itAom sent (The addressee ) 


Place 


Then foUou/* the xnformaUon 


Date 


and the message concludes with 

Time message leans Name Bank Unit or appoint 

and how sent ment of sender 

(P S Regs , pages 34 35 ) 

If any of the above points are omitted, the message may 
become valueless For instance it stands to reason that 
the rank name and address of the addressee should be 
clear The message may bare to be sent by on illiterate, 
excited soldier or tho messenger may be sbotj end his 
message haro to be taken on by another The number of 
tho meisago is also most important Supposing an un 


tie first mcsscuger arrives Uero the messages numbered 
it would bo easy for tho addressee to know which one to 
believe If they are not, Iio is probably left uncertain as 
to whether one company or one battahoU is occupying the 
wood Therefore, the number is most important Equally 
so IS the position of the sender Unless this is known, how 
can such informiition as “the enemy is holding a small 
ridgo 400* S E of my position “ bo of use to the recipientP 
Vet such are very often received Bo extremely careful to 
describe this position with great accuracy The dale must 
always b« given under this Then follows tho information 
This requires to l>o as concise clear, and incapable of bciog 
misunderstood as possiblo tW should be written as if 
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tali 

tv 

• • • ’etc 

• Th 

lauei 121 luuiii. luipuiiaiti, auu auoulu no lue lasv ihio 
written — (F S Regs , pages 3i, 35, 42 ) 

Svpenor Offieer — An officer in the Army one day senu 
to another is \pso facto his senior officer Therefore 
junior officer cannot give orders to his seniors Suppoain 
that a junior officer is on some detached duty, and h: 
acquired soma information of value, ha should write 
carefully and concisely for hia senior officer’s informatioi 
and could state what appears to him an apparent course < 
action Junior officers must always bear in mind that the 
knowledge can only be of one small part of the schemi 
whereas the senior officer’s may be that of all the mat 
parts Consequently, the latter will know how best to ui 
the information Arotd carelessness when writing a me 
sage The foUowing is a fair sample of the work of a car 
less sender — 


Officer Commanding, 

Artillery 

“ Enemy m front, lowdying cloud of dust on my le 
which took 4 mts to pass a tree Hare some scouts ahee 
waiting orders Hurry up ” 

S Boyd, Lt 


Can such a message prove of the slightest use to t1 
recipient? In the first place, where was the sender whi 
he wrote it^ Even if this is known, what direction w. 
he facing? In other words, were his front ” and “left 
those of the main body? Then again, at what time was th 
written, and what duty was Lt Boyd performing? Apa 
from these points, there is nothing to indicate whether t1 
enemy is in strength, or the nature of his force , t i 
infantry, cavalry or artillery All these points must ' 
obvious to my readers, and I hope they will commit the 
to memory Clouds of dust show movements of troops, 
baggage etc Cavalry raises a high, light cloud Infant 
and vehicles a lower, denser cloud Artillery or wagons 
broken, high thick cloud hlotor transport a hear 
slow-rising cloud In their normal march formations t 
following approximate number of men, or guns and vehicl 
pass a given point in one minute, at a walk j 



Infantry, 200, ca\alry, 120, ^iis or wagons, 6 It would 
therefore be simple for Lieot Boyd to hare calculated the 
approximate number of troops on the march and to have 
sent an exceedingly useful message Knowing therefore that 
low -lying dust indicates the presence of infantry, that 200 
infantrymen pass a point in one minute, that compass 
bearings are most satisfactory to define a position, and the 
other points already mentioned, fais message would have 
read better thus — 

To Major Jones, No 7 

Comdg Red Force, 

Iltad of Matn Bodu 

J" Ord Map, Small Wood 400* W of 

Sheet i7 h ISCHER S FARM, 

S'JS-II 

Enemy a cavalry holding wood 900* to \V Estimated 
strength. 2 squadrons Battalion of enemy's infantry 2000* 
S marching in easterly direction We have occupied 
defensive position 

2 SO p m S Boyd, Lieut 

By cyclist orderly 0 C Advanced Guard 

As it it moat unusual for an advanced guard commander 
to send hia message to tbo O C Artillery, 1 have sent the 
corrected one to the 0 C Red Force m the usual manner 
Here is another example of a had stylo of message — 


of their seniors bomo adopt this stylo in order to show 
that they know the stops considered essential to gain infor- 
mation, others, perhaps, because they are rather pleased 
with what they have done Doth those are wrong, for a 
’ ■ ■ *’ — • — * ’ Dicers credit for knowing 

• he contrary, and, there- 

‘ ■ 0 who IS able to send in 

• with nothing important 
included, than of tho 
sender of a long, rambling message conveying the same 
information in a more roond about form Learn to pick out 
all the salient points of information and submit them id as 



clear a manner aa possible For example tbc whole of the 
above message could have been compressed into the 
following — 

“ RED HILL FARM is occupied by 2 Coys enemy’s 
mounted infantry,” or, “Wood 800* S E of STACK is not 
held by enemy,” is all that is required by the recipient of 
your message With, of course, beading, signature, rank, 
etc , of sender 

Remember that in certain cases negative information is 
of extreme value to a commander hor him to know the 
enemy is not at certnin plates is often most useful An 
officer must discriminate as to when, and where, such infer 
mation is relevant or not Only reliable information should 
be sent in such a definite manner Lieut Boyd's and Lee - 
Cpl Googley’s information can bo treated as accurate, but 
not that obtained from other than mihtarv sources unless it 
can be checked 

Remember these “dont’s” — 

(a) Don’t send a message if you can describe the situation 
by word of mouth 

(h) Don't send a message, if you have nothing worth 
sending At the same time, bear in mind that information 
as to where the enemy is not (i e , negative information) is 
often most valuable 

(c) Don't imagine an enemy will wait for you to write a 
voluminous message, or that the recipient a ill have time 
to read it, or that your duties in action will ever allow you 
to compose one Above all ante clearly and legibly, 
because the recipient may have to read it by the faintest 
light 

(ti) Don't be vague or rambling, write as if you were 
sending a cablegram, and bad to pay 7a fid for every word 
(e) Don’t be afraid vour commander will fail to give 
you credit for your methods of acquiring information He 
judges you by the quality and ultimate correctness of what 
you send back 

(/) Don’t be too detailed m your orders Give your 
subordinates credit for knowing their work, and refrain 
from telling officers of other branch^ how to place their 
guns, distribute their cavalry, etc Describe to these com- 
manders what you n ish achieved and leave their co-opera 
tion to tlieir export knowledge 
(o) Don’t, in peace or war, hesitate, procrastinate or 
vacillate Do something quickly to meet urgent situations, 
and carry it out vigorously Even if wrong, it is more 
apt to be successful than a right solution arrived at too 
late 
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(/i) Don’t nrite orders, messages, etc , under impossible 
conditions Use your imagination, and consider whether 
the situation would permit such If not, issue verbal orders 
or messages If clear, concise and practical, they mean 
saving time in war, and, incidentally, more marks in an 
examination 

Lastly, regard yourself as one of the numerous cogs in a 
big machine all working to a common end, and no par- 
ticular one claiming the sole merit for its portion, or seeking 
to outrace the others With commanders chosen for their 
intelligence, judgment and perceptive powers be sure good 
work will gain its own reward without advertisement 
(Read pages 21 to 25, F 8 Regulations ) 

Rules vittk regard to Ordert 

Before any scheme can bo attempted it is essential that 
a thorough grasp of the rules relating to " Orders ” shall 
have been obtained The power of writing clear orders, 
containing nothing unnecessary end omitting nothing of 
importance is a most valuable asset to a tactician Orders 
are written m a sequence which presents tbeir most salient 
features to the reader in their respective order of 
importance 


ORDERS. 

The heading of “ Orders ” is always the same It is as 
follows — 

OPBR ITION OnDER, No — Copy No — 

by, 

(Rank and Name of issuer and force to 
which orders refer ) 

Map referred to Place 

(Say, Ord Survey J* maps, 

sheet No — ) Date 

Then follows tho “ Order " with the paragraphs in the 
following sequence — (T 8 Regs , pages 21*33, 132 ) 

1 (fcnrnit 8i(ua(ion, containing information about the 
enemy and about bodies of your own troops, stating the 
degree of credibility to be attached to the information if 
neceesary 

2 Tour infcnfioni, or as much ui tneso os you consider 
It necessary to state 



3 /nsfrucfions /or cartouj tini{< under your comm&nd, 
showing troops in order of mBrcb 'P "’•rgm (i e , pro- 
tectiTe, fighting, signalling, medica!, supply, etc ) 

4 Znitructions rejardtno other matters you wish to 
arrange for 

5 lour position during the operations and to where 
messages are to be sent 

The Order is then signed, aboiring rank and appointment 
of issuer, and the time written, and in the left bottom 
corner is shewn a list of those to whom copies havo been 
sent, their numbers, and by what means 

Providing you learn the correct form, there should be no 
difficulty in writing any form ef operation orders, onco you 
have decided what to do 

Briefly it comes to this — 

1 Tt’hat IS it necessary to mention about the enemy ? 

2 hat IS it necessary to mention about our other 
troops? 

3 What IS to he don© and by what units, followed by 
any general directions not included m above ^ 

CAain 0/ Communtcofion 

There is usually a good deal of uncertainty regarding the 
correct manner m which to promulgate orders, intentions, 

' etc , when in or about to come into actioo Battalions in 
peace hare daily orders issued by the colonel and passed 
down from the adjutant to company commanders, and from 
the sergeant major to orderly sergeants of companies who 
place them on company order boards for the information 
of the company, special orders being also read to the 
company Consequently ‘Orders" issued by the colonel 
at 12 noon may reasonably be expected to be known by 
every officer and man in his battalion within an hour 
Excellent as this system is, it cannot be expected to be 
used when in action something shorter and quicker must 
be used Therefore Company and Battalion Orders issued 
during and immediately preparatory to an operation of 
war are usually issued verbally Of course orders for 
"Attack," "Defence," "Advance Guard," ‘Outpost,’’ 
etc , are always written when a commander has leisure, 
opportunity and information to make deliberate tactical 
arrangements, hut whatever nature of operations is carried 
out the orders are, in every case, styled ‘ Operation 
Orders ’’ Such Orders are circulated to the officers of the 
force, who are responsible for acquainting their NCO’s^ 
and men with the portions considered necessary for them 



32 

to know, 111(1 uliicli arc likely to prove of use and interest 
to theiQ The last la & thing to bear in mind, for it is 
unnecessary and frequently wrong, to give the whole of 
your information to the subordinates under your command 

The substance of Operation Orders should be as follows — 

1 They should contain everything that a subordinate 
commander cannot arrange for himself, and nothing more 

2 When distributing a body of troops for a particular 
duty, leave its dispositibns to ite commander 

3 tVhen detailing a force for an independent duty 
(advanced flank rear guards outposts etc ) always name 
a commander for its command 

4 Insert notliing of a conditional nature such as if 
possible if practicable, should may and only 
in very exceptional eircumstincca give reasons for your 
orders Qut s erriue, s accuse 

5 Regard a quarter of the breadth of your paper as 
representing a road or position and place your troops upon 
It from Its top to bottom os from front to rear or from 
right to left 

\tthoiigh tactical examinations seldom require nn oflieer 
to u rite anrthinL complicated in the nay of on Operation 
Order it uill be as well to glanco at the form in which 
tbor should bo written 

Iho following are written to meet three imaginative 
situations mz — Advanced guard attack and outpost 
Thoso for rear guards flank ^ards defence convoys etc 
follow the same general lines 

The following u an exaraple of an Advanced Guard 
Order — 

Operofion OnJer Ae I Copy No 1 

by 

Colonel C W egg Prosser, \ C 
Comdg Advanced Guard 

niue Forco Red Lion 

Rcferenc' to 1 Ord map Lisburn 

Sheet 8 14-8-12 

ra^amitrJ ^ Information has been received from 

Cwife ii»j lioriM* ® ^ Cavalry that tlio enemy is concontrnt 
i^ri ing about Drogheda 

* Ccy* B. 8* 2 Tho colamn will march to-morrow via 

nifiisnoRouon DROMORh to ban 
BRI llGI 

J (o) Tho Cavalrv will seizo tho ten 
I ri Ices over the R Itann \\ of IIILLTOiv N 
by 10 a m 
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3 The startinc point tnlt bo the cross roac 
1 mile S of LISDURS 

inordj'rof Mtnh. Tho jnam guartl fls per margin mil 
i»t n. 'iunMT R bu starting point at 7 a m and march 

(le iicor*.) * tTTo miles ahead of tlio mam body 
lith Bt» RPA 
lit R Scot* 

B«.irtr^ Vt T«lon 

N V • I eld 5 Tiie Tram will march in rear of the 

Anib Uace 

6 Reports rill be sent to tho head of mam 
guard of adranced guard 

n S StaS Officer 

Issued 8 p m \dr Gd 

Copies by Cyclist Ordorlj Rlue Torce 
3 to 0 C IGth Lancers 

2 , to -Ith Coy M I 

3 ISth Batty R T t 

4 0 C Vanguard 

5 1st R Scots 

6 ^o 3 Seen P Amb 


The following is an example of an Attack Order — 

Copy \o 1 

Operation Order No S 
by 

Brigad or General D Honeli 

CB CMO DSO 

Comdg Blue Detached Column 
Ref i Ord Map X roads 600x W ol 

Sheet 30 CASTLE RORM-CK 

13-6-13 


It-CoLS. RA 
StBde. RPA 
I Cor tsdK.su 


1 (o) The enemy I old an entrenched posi 
tioii from TBFNGW \INTON to AI tDRON 

tb) The Blue Mam lorce has reached 
MARtZION 

2 Tho G O C intends to attack with a 
view to cutting the enemy s lino of retreat 
directing a frontal attack against TREING 
IV MVTON HILL and a flank attack from 
TREIMPDI-V against tho enemy s right 

3 Tho artillery will come into action from 
tho high gronnd ^ of LEZINOk \100D 



>{aiil Allati 
Lt Col U tLSupsez 
Bcgt 

ITroop 16tb(Tbe 
Quesn •) I ftnceri 
tit Cheihlre K«gt. 
Sad It Suuex Hegt 
(leu 1 C 07 
ZSeetionsl2aiFiell 
C 07 lUE 
^rental Attack 
Lt Col Z tit 
Can eto 1 Hlglirg 
Iti Ctraerou B gbra 


lU}«t P 18 h (Th« 
QuiiB 1 ) Laneiri. 
1 8qu&droDl8th (ThB 


4 The fiank attack wtU moTe immedi 
ately via AL\LRTON to TRE'RIDDEN 
At 11 a m It mil commence its attack 
against the frontage RESERVOIR — 
TRENGWAINTON HILL the left of attack 
resting on the ST JUST— 'MADRON road 

5 The frontal attack 17111 move immedi 
atcly to ROSE HICL At 11 a m it will 
commence its attack against the cnemya 
front klADRON CHURCH — TRENG 
■WAINTON FARM 

C The cavalry mil hold the high ground 
h of NVNCFALXERND 


BayalBnantm 7 Half company RE will accompany the 
cI»»*^iuE flank attack The remainder will be with 

MetioB*) ' the general reserves 

9 («rra< Jirtfm ^ general reserve will more to 'V 
Lt<oi.T *04 roads E of C\STLE HORSECK 

Koaa 

SadSOSB. 


I «* 9 brigade ammunition reservo will 

Caps tt n SutKz more to E comer of ROSE HILL M OOD 

Kcgt. 

iuuTp'*AA}i*c ambulance will form a dress 

1 th puid smbu ing station at ROSE DILL 


rrs ■ 

C>pt V 


11 The tram will park at TFRIFE 

12 Reports will bo sent to the Q O C at 
CASTLE HORNECK 


J S AU3ISTR0N0, Major 
6 0 Vtiio Detachment Column 
Issued at 9 a m by Cyclist Orderlies to — 
Copy No 1 retained 

It I, 20 c It’ Sqdn IGth (Queens) 
Lancers 

It f, 3 „ 32nd Drigade R I' A 

• > I 4 »• 12th bield Company, R 1 

I r> 5 I, Ist Cheshire Rcgt 

II 6 I 2nd R Sussex Rcgt 

I 7 ,, 1st Cameron Highlanders 

, 8 , 2nd K O S R 

0 , 10th I icid tmbuljno'* 

, 10 No J Cor , Divisional 
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Tbe foUonmg is an example of an Outpost Order — 
Operaticm Order At> S Cop]/ No 1 

by 

Colonel P Sudley Comdg Outposts 
15th Brigade 

Reference to 6' Ordnance Map RICHHILL 

Sheet No 3G 15-5-12 



1 Troop ICtb Ixr*. 
O C C»pt W 


1 The outpost mounted troops report tbe 
enemy in the ricmity of M tRKtTHlLL 
and CLtRF Ihe Brigade is birouacking 
for the night at CV^ \N 

2 Tie outpo:>t3 mil hold the general line 
DRUMS VKILLT — BIRR — BtLLTNA 
IlINCH Companies mil be responsible for 
the follorrmg frontages — ■ 

A Coy from the RICH HILD— PORT 
ADOR \ roid iDclusixe to MOORES FARM 
exclusire 

B Coy from MOORES FARM ujclu 
sue to the RICH HILL — CLVREroad ox 
clusirc 

C Coy from the RICH niLL->CLAR£ 
rond to OCtLLtGDAN S > \RM both m 
elusire 

D Coy from OCALLtGHANS FARM 
esclusire to Ue RICH HILL— ARMAGH 
road inclusiTO 

2 (a) The outposts troops mil take up 
thoir respective positions on receipt of orders 

3 Tbe outpost mounted troops will be with 
drawn at C p m 

4 In case of attack outposts mil hold 
their ground until reinforced by mam body 

5 No smoking lighting fires or cooking 
n ill be allowed 

6 Out|o$ts mil be reliered at 6 30 a m 

7 Reports mil be sent to HODGINS 
I ARM 

Major Z 

O C Outposts 

Issued 1-30 p m IStb Brigade 

CopT No 2 to O C 1st Royal Sussex 
Rogt Copy No 3 to 0 C Cavalry by 
cyclist orderly 

(Note —Great care must be exercised 
d scribing positioi e for nhich outpost 
panics nre re pons ble 1 
The foregoing orders are merely 
tended as examples of the form in whi 
may be written 



REPORTS. 

Officers aro usually required to report upon — 

1 Positions regarding tbeir suitability for attack and 

defence 

2 Ground for outposts, flank marches 

3 Roads, rivers, camps, villages, railnays, etc 

^bcn detailed to render a report on any of the above, 
an offiier should coiict ntrate on the subject of his 
mission This should enable him to submit a clear, intelli- 
gent report nith nothing relevant omitted and containing 
nothing unnecessary or irrelevant — (F S Regs , pages 3^ 
37) 

Rrtaifs for RtportB 

The foUoaing aro some of the points to be noticed in 
furnishing reports 

It is not intended that the reconnoitrcr should be limited 
by these , ho should add to them any further points of value 
Do not mako a report longer than is absolutely necessary 
Insert only such information as is actuallv required Put 
yourself in the position of the recipient of the report 

Posifions for Fn<my't frfiMcry-— Positions from which 
enemy could shell road, from wbicb enemy could attack 
troops on road, nod positions vhicb would prove useful to 
your own force if so held up 

line of Approorh —Country favouring tho enemy's ap- 
proach, country favouring your own 

Generally speaking, anything winch would prevent a force 
marching at its normal rate, in ita ordinary formations, or 
in security 

tffork — fl) Fstent of enemy’s front, where hts flanka 
rest (2) Position of his guns, reserves, entrenchments, 
obstacles (3) Ground favourable for your attack and his 
counter attack, tho weak parts of his positions, etc 

J/irouoe — State how aneltercd or concealed, nature of 
ground, surrounding ground, water, furl, dcfcnsibility, 
csits, etc 

Rni/fjf — Materia] length, width, height abovo water, 
parapet (and its height, material etc ), whether capable of 
bearing heavy traffic, such as motor transport, etc , nearest 
” approaches 

itcr supply, 
• outhouses, 
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Canal — Ste Hirer (and m addition nnmber and position 
of locks) 

Camp t?round — Extent of {^nod, whether flat or sloping, 
water, nature of soil, fne), defensibilitr, neighbouring 
supplies, proximity to roads, etc 

Country —^Miether flat, undulating, hillv, open or en- 
closed, cultirated or not thickly or thinly inhabited, soil, 
surface and nature of roads, railways, telegraphs, etc , 
landmarks (such as churches and windmills), whether suit 
able for movements of troops oft the roads, nlligcs and 
farms, defiles, rivers, bridges, etc 

—Nature, whether commanded bv neighbouring 
ground, length, width, ground on near side and beyond 
defile, ground for flanking parties etc 

Enemy —Numbers, how far oS, nhtch direction, what 
arm, wbat doing, at what time seen 
Ftmti — Numbers of boats, how worked, distance across, 
approaches facilities for loading material for rafts, etc 
Fordt — Depth, bottom, distance across whether straight 
or zig zag, nature of banks, surrounding ground, velocity 
of current, loading marks 

Fortst — Extent, height, and nature of trees, paths, 
density 

UtlU — Height stccpnesl surface (whether rocky grassT 
flooded), what view whether concave or eonvoT 
Lak« —Extent (that is, length and breadth), depth 
banks, boats, surrounding ground 
LooK-cvt riactt — Nature (whether trees tower, hill 
etc ), height, way out, what other points risible for signal 
ling purposes, etc 

Marsh — Extent, where passable, wavs round, etc 
.Vounfoin —Stt Hill 

Toiifion — Nature (whether ridge, fort village, wood, 
etc ), width and depth Nature of ground in front and on 
flanks, field of fire Artillery positions own and enemy’s 
Neigblmuring heights how occupied, best line of approach 
for attacking force, position of water, lines of retreat 
facilities for counterattack, nature of soil for digging, 
lateral communication 

JfrtiJunyi — Number of lines gauge between the rails 
sleepers (whether wood iron or pans), embankments, cut- 
tings, tunnels bridges (with their material and dimensions), 
means of destruction and repair, capabilitv for 
of troops, description of stations, sidings, crossing 
etc 

Harine —Depth, width, nature of banks (n bother 
or rocky, etc ) 



J?jier — Dppth, width, current, nature of banks, nature 
of bottom, watering places, crossings, positions for covering 
a crossing, boats, materisis for rafts, whether navigable, 
liable to rise and fall of water, bridges, femes, fords, 
locks, etc 

Jfoad — Nature (whether made or unmade), width, height 
above surrounding country, fences alongside, condition, 
gradients, material for repairs 

Station — See Buildings Also state number of platforms, 
their length and width, number of entrances and sidings, 
forming up places in the vicinity, amount of coal, spare 
rolling stock, rails, sleepers, water tanks, telegraphs, how 
lit up at night, etc 

Supplies — ^Amount of food available for men, such as 
meat, groceries, fuel, etc , and forage, such as oats, meals, 
grain, barley, hay grass, etc 

Telegraph — fsumber of uircs, height of poles and their 
material, direction in which the line runs 

Tou’itt — Extent that is length and ludtli number ol 
inhabitants or houses post and telegraph offices, forges, 

* water 

• ' horses 

• • ihiclcB, 

etc 

ViUage —See Town 

Hater — Whether good for drinking, flowing, or stag 
nant, whether stream, pool, or well, size and depth, how 
many horses can drink at one time, whether buckets are 
required 

11 ell* —Depth to bottom, depth to water, width, meins 
for hauling water 

TTood* — S’ee Forest 

It must ho realised that military reports nro usually 
required for tactical purposes only Thcreforo, only coudi 
tions or information affecting the tactical requirements 
should 1)0 submitted Officers should convey ns much in- 
formation as possible by mcana of sketches Matter 
contained on tho sketch should, however, not appear m the 
report and vie« irrsn 

It should Itn clear that messagea, orders and reports are 
entirely distinct The first are more usually required from 
the junior ofTieer, hut it is as well to understand how to draw 
up tho other two 

We now come to another sort of “ order,” and one which 
a junior ofliecr is mo«t frequently calleil upon to give The 
rliss or *' order ” 1 wish to deal with is that more frcquentlv 
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given by a commander who la confronted with — (a) an nn 
expected tactical problem, (h) a change m the tactical 
situation 


VERBAL ORDERS. 

Aa an example of (a), imagine you are m command of a 


wall or bank, or in ditebea depressions of ground, etc , and 
open fire or not according to orders or circumstances As 
advanced guard commander, you know your duty i« to 
brush aside opposition, if possible, in order to avoid delay 
ing your mam body As the latter is probably only some 
1 800 yards from your vanguard (or 18 minutes’ distance, 


to the vanguard commander to this effect nith any other 
instructions Having rapidly decided your plan of action, 
you would now c-il ■* i ■* i 

to each the exact 
objectne, line of 
formation, etc ' 
sort mil probablv 
on the right iid 

(pointing it out if possible) Being under cover, it can 
advance in file till it reaclics the farm, and will then 
continue in extended order, having scouts wide on the left 
flank 

" >10 2 platoon mil move straight on wood extending 
from here No 3 wilt remain here in support No 2 will 
” > I . - /.v Tinguard and reserve 

ifove ” 

• ' itoon commanders will 
■ • in to their men the 

instructions received, and immediately they hare done so, 
commence the attack 

How long would this take? Allowing half a minute for 

C lntoon commitiders to reich the commander, one and a 
alf minutes for the orders, and another mmnto for 
ing and describing same to their platoons, the 



40 


should ho comracncod n-ithin fire minutes from tho time of 
tbo enemas first shot \tith such sm'tll bodies it would 
usually be best to leave the choice of manner in which 
platoons will adi nnce to tl o platoon commanders 

Taking os another example the manner in which a bat< 
talion receives its orders immediately prior to an engage- 
ment I et us assume that your colonel has orrived behind 
a low ridge screening his battalion from sight from tho front, 
and has received orders to attack a hill 2 000 yards distant 
Let us first see in what formation tho battalion will be 
^Vhcn under cover tl o battalion preparatory to an attack 
ill us tally be m mass formation (t r 4 companies on 
I irallcl lines G paces apart) Calling for company 
otheers the colonel will take them up the ridge 

until it 16 just puss hlo to *c« the country over which tho 
advance is to be conducted but not to bo seen by the enemy 
He will then point out t<j each company commander if 
possible tho cvact portion of tho objective against which 
each company is to advance any direction he particularly 
wishes followed ond any other instructions ho considers 
necessary His orders would probably be <omctbing like 
this I intend to make a flank attack agiinst the enemy s 
left A and 0 companice under the command of 
Major nimk will del vor tJm Tley will moio off under 
cover of this ridge until they reach that railway embank 
ment running at right angles from our ng^bt By foUo iing 
th a down they should be able to get within 1 'vO yards ot 
the enemy s position unobserved C ' company wiU ad 
vanes direct upon the hill taking as its objective the right 
edge of the hill and the white stone on its slope It will 
find its own support D company will form the 
general reserve and will bo with me at that farm 
(pointing it out if p^iblc) mid way between our flank 


BLi u uui s a u ui uersiuou ne i ouia say Jilore ou in live 
minutes The oQicers will return to their companies and 


others to that end 
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Naturally, the larger the force the more necessary it will 
be for the instructions to be clearly understood, but these 


better than pages of writing references to maps, etc In 
n similar way, one can deal with most of the hasty opera 
tions ro^nired in the field, such as defence, outposts, acl 
vanced, rear and flank guards, etc using maps for dosenp 
tions when the country is not available 


MEANS OF COMMUNICATION. 

Except with a large force, mounted orderlies are extremely 
scarce Eacn when provided, cyclists will bo found more 
useful and swifter for message work on roads Horses are 
not adapted for fast work on hard roads, and mounted men 


seniapboro, morse signalling is alow, and fewer men can bo 
found to send and read same — (FS Pegs , poges 41-13) 


ill luiurt, iiiiuiiuy uaiittiiuiis uu aeiyicu nm possess u llI- 
tain number of cyclists, and a company detached for an 
tmportimt duty will usually hare « cyclist attached to it 
In addition, particularly m European warfare, most farms 
and houses will bo found to contsin bicycles, or motor cycles, 
which could bo commandeered when necessary Important 


give a messenger two messages— one real (concealed on his , 
person), the other false Copies should be kept of all mes-'^ 
asgea sent c" 
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Company Inter Comtnvntcttfion — \\hon there js ample 
time, an order, or inforniition for n company, is usually 
given verbally by the captain of the company to the platoon, 
ami section oommandcra, who pass it to their commands 
Tins IS common sense, and, Ake all work m the field, 
IS essentially practical and sensible Officers should culti 
vnto their powers of imagination, and picture themselves on 
tho actual ground, and confronted with the actual problems 
gnen in examination papers If thev did, Examiners 
would no longer find messages being sent by “gallopers” 
or mounted orderlies under impossible circumstances, or 
when none could reasonably be expected to bo available It 
should bo borne in mind that n force smaller than n brigade 
seldom has mounted troops available for such work In* 
fantry scoots should also not bo expected to double vast 
distances or discover impossible information Above all, 
avoid tho indiscriminate nso of military terms, when imper 
fectly understood and therefore wrongly applied 

(Read carefully pages 21 to 43 P S Regulations) 

In the present war an excellent service of motor dispatch 
iiders Ins been formed In addition the comparative!} 
new 
tinn 
are 
serv 


rareiuii} ii iima in me mt anu lepJii. ui neia leiejiiiuiiis 
and should be trained to read It “ buzzer, ” so that, if 
battery is weak, or the wire leaks, thev ran still read mes 
sages liy its means Every opportunitv should bo taken to 
instruct in laying, picking up and concealing telephone wire 
Aten so trained are invaluable on semee 
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CHAPTER III 

NOTES ON MARCHES. 

Wben there is no prob&bility of contsct with an enemy 
tactical considerations are of less importance in arranging 
marches than the comfort and well being of the troops 
columns can march on a broad front troops can be com 
fortahly housed and well fed and it is not necessary to 
concentrate before or after a march \\ hen however there 


If ordered to make arrangements for a march the follow 
mg are somo of the principal points required to bo dealt 
with — 

Caralry — The d rcction of its advance what positions 
it must search watch or protect tho distance it must pro 
cede advance special tasks etc— ^1 6 Pegs pages 88 91 ) 
Adianced Guard — Its strength eomposition d stance 
from mam body special tasks etc 
Tlank Guards— required) tbcir distance and position 
in relation to main body etc — (P S Regs pages 91 94 ) 
Afain Body —Order of march special orders etc— (FS 
Regs pages 48-51 ) 

Ittar Guard — Distance from main body special duties 
etc Having decided these points orders for the march 
will require to be written In an examination troops on a 


scale for a march - 


MARCHES. 

JloaJ Spares 

In f» / if (ry JtitloJ on — I acb of tl t f iir companies of an 
infantry latt it on occupies (in colun n of route) 130 yards 
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This gires 


gcctions or 4 horsoa nbrenst) each of the three sfiundrans of 
a cavalry rogiinetit occupies ICO yards of road space lo 


a total road space of 455 yards (or the battery 
In addition to the distance occupied on the march by these 
three arms, it is necessary to know the road space required 
by the following — 

Field Artillery Brigade tmmunition Column 570 yards 
Field Company Hoyal Engineers, 4d0 yards, Field Ambu 
lance 4C3 yards , Cavalry 1 leld Ambulance, 275 yards 
pQ(e — Infantry march 100 yards per minute. 1 mile in 
IS minutes, or 3 miles per hour, including short halts For 
all practical purposes, for short distances and at a valle, 


liegs , pages — iJi> 

For oxampio, the folfowing force is directed to march 19 
miles — battery of R P A , 1 regiment of cavalry. 2 bat- 
talions of infantry, and 1 field company, It P 

B « n. wl— * * 11 * _ . . 1 


roi 

infantry l.tiUtl vards, 1 field company, R E , 490 yards This 
gives us a total length of 3,520 yards, or exactly 2 miles, 
now add this distance to the length of the march, making 
21 miles in all At 18 minntes a mile, or 3 miles an hour 
allowing for short halts, it will take 7 hours, or, with an 
additional mid way halt of half an hour, say 7} hours 
Therefor® it should arrive exactly at 1 30 p m In all such 
problems always err on the nght side in your calculations, 
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alloTvmg more room for your columns than you require, and 
an early hour of arriral instead of a Ute one 
Timing — In one minute tbo following numbers pass a 
gircn point — Infantry in fours, 200 Section of caralry at 
a walk, 120, at a trot, 250 Artillery guns or wagons, 6 
vehicles Therefore, if a body of infantry takes 6 minutes 
to pass a point, caralry 4 minutes, and artillery 3 minutes, 
it IS a force of approximately 1 bittalion infantry 
1 000 men), 1 regiment of cavalry (543 all ranks), and a 
battery of artillery (of 6 guns and 12 wagons ) It would bo 
incorrect to describe them as 1,000 infantry, 500 odd earalry, 
and 18 vehicles in such a case 
ilarch, Problems — (Steps to be taken ) — 

1 Selection of road or roads 

2 Selection of starting point 

3 Time head of column should pass storting point 

4 Selection of units and commanders for advanced, flank 

(if required), and rear guards 

5 Decide order of march ol mam body 

6 Make arrangements for withdrawal of outposts if ooy 

7 Decide position of train 

iSlarfin^ Point —Select some point on route of march, a 
cross road, church, pubti^houso, etc , easily recognisable and 
sufficiently remote from tho camping ground to prevent delay 
in roar when units form into their order of march Particu* 
larly boar m mind that it must be some point which can be 
reached by all units moving forward in the direction of the 
march If troops are not all quartered together it may be 
necessary to select more than ono starting point 

Zfngth of yiarch — \n average march for a column of all 
arms is 15 miles a day , 20 to 30 miles can, however, be done 
if necossa ' • , _ .i. 

ordinary 

Xig!t ' ’ 

Wars hav , 

very freq 

balloon and aeroplane have made this the tnoro evident 

^ol«— Tbo priscnt war has shown the accuracy of this 
forecast 

lly mems of lught marches troops can bo moied across 
country or over roads rendered impossible by daylight, owing 
to the enemy s fire, can forestall the enemy at important 
points, can leave dsngcrous positions can surprise the enemy 
at dnvbreak, can force an enomv to accept battle under 
conditions unfavourable to himself etc Night marches 
differ from day ones in the following respects — 
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(a) C'aralry canDot precede adranco, and infantry scouta 
cannot, with safety, precede it by more than a few hundred 
jartb 

((>) Ml diiitnnces bettreen units are considerably decreased 
Tlioreforc an adranced euard tliat by day nas a mile m front 
of its mam Lodv by night might be separated from it by only 
200 yards — (F S Regs , pages 176 — 190) 

Communication is maintained betnreen units by chains of 
connecting files (tiro pices ipait) and the adranced guard 
must be prepared to lease men behind to protect flanks, or to 
prerent the main body taking irrong roads etc 

The following points should particularly bo borne in 

1 Distances betneen companies should bo decreased or 
even omitted 

5 Rifles will not be loaded but the magazines will be 
charged 

3 Strict silence wilt be mauitauied 

4 Balts will be at stated tiroes and units will close up 
before halting 

6 An officer mil bo selected to guide the column with 
others to assist him 


Conditions rssponsiWe /or Refardinp Rate o/ J/areh 
Cad discipline, bad roads, and bad weather are the three 
principal factors which cause slow marches 

am 


remainder of your column,” work out the length of your van- 
guard and mam guard of advanced guard, and mam body 
allow for the correct mtervals between, and mark on map 
If cavalry are in front, you cannot usually show them, ns 
they are 5 miles away Therefore, draw Imes indicating 
directions of their patrols, and write along each ' Direction 
of cavalry patrol ” 

(Road carefully pages 47 to 69, F.S Regulations) 
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CHAPTER IV, 

NOTES ON QUARTERS. 

There are four principal means of quartering troops on 
Bctfvo service. 

Those are (I) Billets, {II) Close billets, (Til) Bivouacs, 
(IV.) Camps 

Of these (I ) or (II ) are consitlered the best means for 
obtaining shelter, and preserving the health of the troops 
In the present nar close billeto have hcen most generallv 
used Camps require tents, teoU require wagons, and add 
greatly to the transport, and, m addition, are roost eon 
spicuous — (F S Regs , pages CS— 

If troops are billeted, the following points must he 
observed — 

1 Piride the houses into “ groups ” Measure an average 
house of each " group,” then allow 1 man per yard length for 
rooms up to 15 feet n ide, and S men per yard for rooms up 
to 25 foot nide Rooms mast be left for the mlnhitants and 
the top floor and kitchen left for their use 

2 7 * " 

3 

avoic 

4 

to all ranks 

5 Roads and communications iiiust never be blocked 

6 A light must bo kept burning m ei ery hou«e 

7 Regard will be h.ad both to the comfort of tlie men and 
the interests of tho inhabitants 

8 Staff ofliccra should be on niain communication, near 
post offices, and easily found 

9 A Eigna] should be arrangetl to warn troops of hostile 
aircraft 

10 Troops arc not to leave billets without being fully 


rns under 
over 24ft 


viwo |ior>es to iitrj *>ii iiiigiii 

Riivi/fifs consist of such temporarr shelter as tho men 
obtain from materials provided oo the selected ground — i 
blankets, wnterproof «heeta bm*hwor>d efe Trr>opa 


"X 
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nctire scrrico quicklj become hardened nnd accustomed to 
tlioso conditions, even under odrerso ncather conditions, in 
fnct, in tho South African Campaign and after months of 
birouac tho troops soractiniea preferred bisouacs to camps 
— (F S Regs , pages 80 — 86) 

th' 

caiaiij' iiKiiiiLUi tuuMiow >afus, taiaiij’ sjuauruu uj 
150 rards, Held ambulance, 120x200 yards, £c!d company 
n E , 3axlM yards 

In addition to tho selected ground being nell drained, con 
Tcnicnt to ivatcr, and as sheltered as possible, there are four 
main censiderations to bo obserred — riz , concealment, 
capabilities - j- .»t- 

corered by 
giro placo i 

The flank • • 

line of ad’ ‘ 

most exposed sides inch tbo other arms in roar m the folloir 
ing order — Caralty, artillery, train, and held ambnlaneo 


WATER SUPPLY. 

If possible the dismounted nnits should bo nearest 
the water supply lios letter most be cerefully 
guarded, even prior to tbo arrival of the troops if possible, 
and steps taken to prevent its contamination in any woy 
If water u obtained from a stream, horses will be water^ 
below the place where troops obtain their drinking water, 
but above washing and bathing places Patrolling by 
mounted men will often be necessary for some distance above 
the spot where drinking water la drawn — ^5 Regs, 
page 70) 

The water supply will be marked with flags as follows — 
^liite for drinking, Slue for watering place for animals. 
Red for washing or bathing places The first the highest 
up-stream, tho last the lowest down-stream 

For streams with high banks and muddy bottoms, the 


average breadth and depth in feet by measurement in four 
places and the surface velocity in feet per second by noting 
how long a chip of wood takes to travel SO feet 



Is yield 
equals 


‘ drinks 

■ ■ . ^ ind five 

minutes time to drink with comfort A borso requires 8 to 
1 sheep or pig 

ivill sterilise 

■ • of these first 

chens on Ice* 

teard side of camp, and latrines a considerable distance be* 
yond same 


auvisiuio to rciy upon Uie luttaiivu «aur cans lur an 
supplies of drinking trater, or for all u-ater to bo boiled 
before being put into the ivatcr bottles This ensures its 
safety Certainly the soroeahat insipid taste from boiled 
nater is preferable to drinking water which is suspected of 
being pollute (Pages CS to fO, F S Regs ) 



CHAPTER V 

NOTES ON PROTECTION. 

Questions regarding the duties of protection frequently 
fall to the lot of junior oQicen Protection in a tactical 
sense means efficient measures for preventing a force being 
surprised, and for giving it sulficicat time to make prepare 
tion for attack, or defence, if an enemy is encountered 
Therefore on <Jie match a force is protected by detachments 
on Its front, flanks, and rear These detachments m turn 
furnish other detachments, and the process is continued 
until one or two scouts are nearest to the enemy, or furthest 
from the main body — (F S Regs, pages 87 — 111) 

7n Camp — Outposts arc substituted for the advanced, 
flank and rear guards The outposts in a similar manner, 
are distributed in depth, having their patrols and sentries 
nearest to the onemr 

If cavalry are available tlieir duty iriil be as follows by 
dav — 

I Deconnoiunncc, t < , To gain information about the 
enemy, country, etc 

II Fighting — To prevent, if possible, the main body 
being checked or surprised, and to present tlie enemy's 
cavalry acquiring information of the force in rear The 
latter they prevent by forming what is known as a cavalry 

‘ screen " (t e , a line of small units of cavalry at intervals) 

If cavalry is not available the infantry must perform the 
double duty of reconnaissance and protection If, however, 
cavalry precede the advance, the infantry are only respon 


be found from the sections following in rear, so that each 
section IS preceded by its own scouts — (F S Rec? , paces 
es 91 ) 

Supports —These might be formed of single sections 
marching at equal intervals in rear of scouts The distance 
in rear depends upon varying circumstances (say 1,000 yards 
in average open country) 

Sesenes — This body will move in rear of supports at such 
a distance as to allow it to reinforce any portion of the 
cavalry in front, and to encounter any of the enemy's 
cavalry that may have penetrated between the scouts and 
reserves 
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If wo therefore allow two troops for tvpporls, divided into 
their 8 sections, at 1,000 yards apart, they will approxi 
niately cover tho required frontage of 6 miles If each of 
these sections sends fori^ard half a section as scouts, say 5 
men, 1,000 yards to front, each scout mil have a frontage 
of some 200 yards to search This will account for 2 troops 
of the squadron Tho remaining 2 troops will follow as re 
serves 1 to 2 miles m rear of tho supports at an interval of 
a mile 

Advanetd Guards — Whether caialry aro in front or not, 
an advanced guard must always precede the march of a 
column If an enemy is encountered it must — 

(I ) If the enemy is weak drive lum back without check 
ing tlio advance ot the troops lu rear 
(If) If the enemy is strong, endcatour to ascertain the 
nature, strength, etc , of his position prior to tho arrival of 
the main bod> 

(III ) If tho enemy is encountered imrching in strength to 
tlie attnek, occupy tho best position available and bold him 
in check -^r S Regs pages 01 04 ) 

Chnpter I shows the manner in which an advanced guard 
IS usually divided 

In approaching an ottack, defence outpost advanced rear, 
or flank guard sehemo regard it ns if it wero n side at 
foothill No captain would place tho whole of his side in 
one long line If he did so there could bo no passing or 
pushing up, nothing m roar to check his opponents’ rushes 
in /set no system Consequently ho divides his men into 
several lines (or to quote a militarr term ' Distributes 
them in depth’) Lot us see how they correspond with 
tactical ones 


1 Forward* 

3 II*1f hacks 

t Thr«-qusrl«rs 

4 Full back. 


idranft I 2 Vaagntrd 
Ouard ^ Mala cusnl 
4 Main body 


1 Rear seouta 

2 Resr party 
S tla'ocward 
I Main body 


I Patroti 
3 Piquet line 
t Supports 




*1 lirincLiae 
2 ''Upper a 
S Uewf e« 

4 (Icoeral mwrve 


•I Firing line 
/Jrfoc, 2 Pon«rM 

t Local reaervev 
4 Geoeral reaerve 


si 


rSfd * always yvwwjfd ty 



There are, therefore, four principal bodies common to 
all, and the similarity extends further than the numerical 
distribution \a the rarious lines of a football team exist 
to support one another, so also tho lines of tactical units 
are \is^ (or exactly the same purpose Each line m both 
docs its best to break tho resistance of, or hold m check, 


say 400 yards to tho front and most of the minor tactical 
dispositions require a depth of at least four lines 

<Vs_a ([eneral rule each unit on the more has a fourth of 
its st rength to its front An advanced guard is a fourth to 
an el^illi of the main body its vanguard may be a fourth 
of its mam guard and the advanced scouts a fourth of the 
vanguard Hero aro a few examples taking an advanced 
guard first — 


1 
1 1 

StnnVtbot 
Wb9l«r«rea , 

1 etnngthol 

' A<1«4( 

1 Qiiard 

1 AdvsBtcd Outrd divided Into 

1 U»la Guard | Tterusrd 

Point 

Ibrigads 

(fourhacta 

1 ons) j 

1 battalion 
(4 com 
panics) 

1 battalion 
(lets 1 com 
pany) 

1 company 
(less 1 pla 
tool) j 

1 platoon 

3 

1 

t bat 
talion 

1 com ' 

pany 

1 company 
(lessl pla 
toonl 1 

1 p atoon 
(less 1 sec- 
tion) 

1 sectioa 

3 j 

1 com ^ 

pany 

1 platoon 

1 Bpction 

1 section 

s™i. 


The old rhyme — 

‘Big fleas have little fleas upon their backs to bite ’em, 

And little fleas hare lesser fleas and so ad infinitum,” 
holds good in most of these tactical distributions — (F S 
Regs , page 94) 

Let us imagine that your company has been detailed in 
Orders to form the advanco gioacd for an advance All the 
particulars you have probably received are the time the 





mam body will start, the roads to follow, the destination, 
and distance to precede mam body (This is not always gircn, 
It usually being left to the A G Commander’s discretion ) 
Ate will assume that the mam body ts to leave camp at 8 
a m , and that your advanced guard is to precede it by one 
mile By this will bo meant the main guard of your 
advanced guard As its vanguard will possibly require to 
be 800 yds to the front of the mam guard and its scouts 
400 yds to front of the vanguard this will add another 
1,200 yds to the mile that your advanced guard must be 
to the front at the hour the mam body is to commence its 
march, viz , 8 a m This makes a total distance of nearly 
3 000 yds As troops marching to a starting point can bo 
taken as marching 100 yds per minute your advanced 
guard must clear (i e , pass) the starting point’ at 7 dO 
am (3 OOO yds -80 mts marching) in order to bo in 
position at 8 a m Therefore all arrangements must bo 
made for camp to be left in time to reach the starting 
Mint at 7 30 a ra The company mil march for 17 minutes 
dropping men every 100 vards, as connecting hies to mam 
tain coniRiunication aith the mam bodv en route Ilaiing 
gamed Its ordered distance one mile the three rear platoons 
Mill halt (as mam guard) and the leading platoon continue 
its march for another 8 minutes (800 vds ) Here it will 
halt (as sangiiard) and the scouts will advance for four 
minutes (400 yds ) and halt 

Punctually at 8 a m the advaoce will commence Com 
mumcation will bo maintained bv means of connecting files 
between all units of the adaanced guard and by cyclists 
and signallers Xbo— 0 C. advanced guard will usuallv be 
with his vanguard Should an enemy bo encountered every 
opportunity should be taken to ascertain his strength 
dispositions etc Timo will not however permit of a 
thorough reconnaissance if (he march of the main body is 
not to to dclavod and therefore arrangements must l>e 
imm ediately made. to attack , and if possible threaten his 
Tlnb of retreat <s the com ma nder , o f ihc.ghnl e force wi ll 
usually ^Ic. fo iin r wut h th e ttain^guarujor even vanguard 
~(noTrii command ^ same but in order to be in a position to. 
judgo situations first band and infiuenco effectivelv tbej 
action of the advanced guard) h» advice will be given) 
should the rircuisstances require such help On no account 
however must the required action be undulv delaved in 
order to ascertain his wishes As the main body id thu 
rase is but a mile m rear there is only some IS minutes 
allowed for the advanced guard to brush aside opposition 
and to prevent delsy [Its first dutvl] 
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Upon nmral nt the selected ground for the camp or 
bivouac, tlio advanced guard marcliea ihrough same, and 
occupies those positions in front and flanks nhich will pre- 
vent tho enemy from shelling the mam Lodv upon its arrival 
at tho camping ground To do this cffectncly means that 
the positions thus occupied must not bo more than 2,000 
yards from all positions suitable for tho enemy’s artillery, 
situated within 4 OOO yards of the camp Hero the 
adianced guard wilt remain until relioed hr troops detailed 
as outposts Very frequently, especially when tho halt 
takes place just before da«L, the advanced guard forms 
tho permanent outposts for the night ^Micn, honever, 
time permits the ad\ anced guard troops are usually relieved 
I ntil this happens tho advanced guard forms an outpost line 
and IS responsible for carrying out this duty in tho manner 
proscribed for outposts 

(Head pages 87 to 94 F S Regs ) 

i'lank Ounrdi — Should the ground on the flanks or on a 
flank, of tho line of advance favour an enemy’s attack, it 
Will bo necessary to detach a flank guard or guards, to 
prevent the mam body being surprised This duty is 
simple enough when marching across open country (t e 
country not intersected by hedges, nails, woods, etc), but 
IS a difficult task m closo country (i e , the reverse of open) 
The fact, however, remains that ground which would favour 
the enemy’s attack must be searched, and that this must 
bo done without undulv dehjing the column Often i 


roar guard This system causes little delay, and the 
depleted advanced guard can be supplied vvith more men 
from the head of the roam body — (F 8 Regs , page 94 ) 
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There ore two forms of reor guards — 




risks to forward tins obieet, ^et should the risks token 
result m defeat, they will hate saenfieed their room body 
V •’ • • r , . . . I . of 

oTsIry 

< . which 

aander 


2 Troops earalry on extremes of both flanks 
1 Section artillery on left flank 

1 Section artillery on right flank 
1 Section artillery m centre 

3 Coys infantry extended orer frontage of 1,000 
yards 

(The frontage of an infantry battalion m defence could 


' the 

f lar 
the 

Naturally the rear guard iriU not occupy positions unless 
the enemy is close behind THien be is at a distance it will 
march like an advanced guard reversed (t e , mam body, 
main guard, rear party, the cavalry covering rear and 
flanks at a distance of 4 to 6 miles) 



The enemy having approached it should bo held up by 
the rear guard (whose artillery commence to shell their 
columns when within effective range) This must force the 
enemy to make his dispositions for attack (Issue orders 
take up artillery positions deploy etc) TMicn these are 
done, and the attack is well developed the rear guard com 
mander should gra luallg commence to withdraw bis troops 
This bo docs in such a manner as to prevent the enemr 
from guessing that the retirement has commenced 
The troops withdrawn fall back to the position previously 
selected in rear covered by the fire of those still remaining 
The remaining troops of the rear guard will then retiro as 
rapidly as possible covered be the fire of those in position 
in their rear the cavalry and artdlery being the last to 
leave In this manner the enemy can bo persistently 
delayed and the retiring force given timo to make its 
preparations for another phase of the operations Iho 
greatest diSicultv esporicneed by the 0 ( rear guard is 
that of determining the esact moment to retire Xo 
hesitate too long nay allow the enemy to outflank hi> force 
(for the main body is getting further away esch minute! 
On the other hand to retire too eoon may enable tho enemy 
to harass tho roam body by artillery fire 

\ roar guard should consist of from one third to one>fiftli 
of the strength of the whole force and should bo composed 
of tho freshest troops or tboso which hero suffered the 
least damage 

(Pages 03 to 93 F S Itegs ) 

OUTPOSTS. 

Another verr important dotv on service is that of out 
posts fierv bodv of troops when halted will bo protected 
by outposts m order that it mar rest undisturbed Mhcn 
used in a nnhtarv sense viff becomes equallv as powerful asl 
must Therefore everv force tnwsf bo protected when at/ 
rest, bv outposts The duties of outposts are —I To proJ 
ride protection against surprise If In case of attack to 
give time for the commander of the force to put his plan of 
action into execution Hriefly these two duties comprise 
1 Heconnaissanee II Itesistance Tor some reason the 
duties of outposts appear to confuse some OCcerv who are 
otherwise quite sound in tbeir protective dutiee There is 
no reason whv this should be so for outpost problems are 
in reality ea*ier to solve than those relating to advanced or 



rear cuarcb An oatpost problem usualljr consists of one 
of tho following — 

I To select an outpost line and distnbute troops upon it 
to protect a previously selected camp or position. 

II To estimate tho number and description of tho force 
re<]uircd to hold an outpost line [Not a single man, or 
horse more than is absolutely necessary should bo used for 
outpost duty ] — (F 8 Regs pages 9S 111 ) 

It IS not within the scope of this book to enter very 
closely into the details of the outpost lino of a large force 
. of, say a dinsion In such cases tho approximate lino, to 
1 bo held by the outposts, is selected br tho G O C [Gcnorsl 
Officer Cftmrnandias] It la then Jinfled mto ‘'soctions" 
nnd rich outpost sfction is pHr<d under the command and 
supcriision of a selected commander Iheso outpost 
"section” commanders mil bo responsible for selecting the— . 
best lino to bo occupied by their outpost troops, which 
'should coincide as nearly as possible, nith the ap- 
proximate lino selected b» the CO< It must ba bomo in 
mind that the duty of all outpost troopsjs^o neenpy a line 


"acction” mlf in turn select the extent of front to bo 
allotted to each of the companies, etc , under his command 
Tho company comtnauders will then march their companies 
to the positions allotted them, and will superintend the 
selection of the positions for the supports, piquet lines, 
groups, and sentries 

Therefore, with a large force, tho chnm of authority is as 
under — 

I. l> 0 C selects general lino for outposts. 

II. O C. " sections ” selects general lino for his section of 
outpost lino 

III. 0 C. battalions detail companies for tho outpost lice 

IV'. 0 C. company selects definite positions for his outpost 

company 



ifficient to perform thjs dnty^at the most^threo] In tin 


5eI«fton of an Oufposf Porifton — 'Jlie position held byj 
the piquets of an outpost line is^suallj^the line of defence! 
to be occupied bv the trhole /Sree" in the erent of attack — ’ 
(r S Regs , page 101 ) 

As a defensire position requires length, and length implies 
distribution and decentralization of a defensiro force it 
seldom happens that the whole force can occupy a position 
and, at the same time, enjoy the rest and comfort given br 
a good bivouac For one thing the necessities [i r water 
food fodder, fires, etc) are usuallv absent in positions 
suitable for defence, and, for another, the occupation of a 
defensuo position after a hard dav’s marching entails a 
great deal of extra exertion, which would often prose 
unnecessanlr fatiguing toosequently this difficulty is over 
cone bv Keeping the main bodr secure lo camp or bivonae 
and protecting it by an outpo<t lino, which is sufficiently far 
remote to prevent the enemy from shelling the camp Asl 
the '* effective " fire of field artillerv is 4 000 vds and the! 
"long ” fire of the rifle 2 000 te I 400 vds it is therefore ^ 
necessary for the infantry id an outpost lino to be within 
2,000 yds of all positions within 4 000 yds of the mam 
body from which the enemv s artiHcrv could shell the camp 
This then IS the rule which guides a commander when select 
”1ng his outpost line H possible the selected line follows 
lotno well defined natural feitures auch as ridges streams 
edges of wood etc or roads but this must not l>e allowed 
to outweigh the neeessitv of malcing the liest d efence pos 
Bibl e. — (b S Regs page 100) 

If given a scheme which rcquiirs an extended lino in 
front to be occupied by outpost troops (say three battalions) 
it IS best to roughlv make a semi-circle with a radius of 
2,000 yds on the map Futi-diride this into three equal 
parts See what features oatura] or otherwise mark the 
t>oundaries of each sub-disision nr are near them, then 
rail each a "section " of the outpost line and detail the 
units to occiipv each section, but you must bo extremely 
careful to define which portiona of each flank the com 
tnanderi are responsible for (<9 No 1 battalion will 
eecupv from MtNSOCK’S fAKM tnrfiinrr to the S edge 
of SlRl’T'* frclaaire) Neglect to "do this, especs*" 

ally when a drv nver bed forms the limit, baa t. , 



B2 

Naturatt; if one cronp" cm cffcclivcl^ protect the 
extent of front allotted to a piquet, there is no nece^itj for 
tiro If men are senrec the tmi'le sentry “ croup ” must Iw* 
use<l The doul le sentry sTstem hn« lioweier, the ml- 
lantTRO of cirinR the sentries more confiilonco, and [on the 
principle that four eves and ears are l>etter than tiro] there 
19 less likelihood of the (tronpt beinc surprised or falsciv 
alarnuil — (h *' Heps pajro IOC ) 

The reconnoitring patrol slioula he as strong as possible, 
and the host men onlj selected for this purpose hor dis 
tnnees stem of kIiom me outposts on maps etc see sketch 
This IS only gnon as a general guide for ns in all tactical 
problems nil i\ ill depend upon — I The nature of the country 
It The clnruter of th« en< ni\ 111 Tin ^•ondltlOll of on< s 
own fom Wluti the positions for tiu sentries gnnip* 


nnun r< m uns out as tin con niic p trti tiniii iiiisi | 
This jwsitiou IS iisiialh ccntmllr situated some 400 to 
vnnls in rear of the piquet line Iti much intersected 
countrv the support mat nave to W dirulod into tno parts 
Regs pngs 110) 

IlnTing selectesi this found tlio piquets satisfaetorily 
protected and given tho instnictions to l>o found on paftes 
i05 to IOC of F S Hogs tho OC eompanv will recall the 
“coloring party’’ which has reroained out to tho front 
Tins party will retire, in extended order, through the 
piquet hue, reform and occupy its position as the 
■suinort’’ The OC outpost company will then make a 
rough map showing the distribution of his company, and 
send It to tho 0 C outposts 



with tho main body in camp, and stands to arms one hour 
before davlrenk The relief” for tho outpost lino should 
reach it half an hour before snnnso — (F S Regs pages 
lOVf,, 110) 

1 or - ^ 

on tho • • 

111 plcn 

ruHl (u • 

c<t, in hard ground comMste cosar from rifio fire in S) 
minutes (’?ie page 105 ) The piquet ” line, it must Ik re- 
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mpmWred, is the line of resistance To it the “sroups” must 
retire when forced to Up to it the “supports ” must go to 
reinforce Qto be followca in doe course by the “inlying 
piquet,” and, finally, the main body], nrx tbo “piquet’ 
line must neier retire Let us imagine a force of the enemy 
IS advancing to make a nigbt attack The first troops it 
would bo heard by sliould be the reconnoitring or standing 
patrols [the latter are stationary patrols, 3 to 6 men kept 


etc until by the time 
’ groups or piquets 
• bo prepared to receive 

very quietly made as 
saiiitse ui uiu iia>u » e moral effect ou the 

enemy 

General lYotei on Outpotts — Groups, piquets and sup- 
ports [usually shown on a map br the first letters OPS] 
are numbered from right to left as seen from tbe bii'nuae 
they are protecting Ihe strength of each part should also 
lie shown in bracket* No 4 P [1 Platoon A Coy ] 
No IS [1 I'lit***.,! \ Cot) ct< ( P forPiquit 

S for Support ) 

Dttaehtd I’oiti should neacr bo used unless quite un 
ainidable They are usually a source of weakness 
being diflicult to reinforce or to retire from If how 
eior positions exist >h front of the piqoet line that am too 
remote to be occupied by the latter and behind which an 
enemy could concentrate a dviarhed post might be 
noecsssrv The majority of such positions can however be 
iffectivclv watched bv the reconnoitring | atrola or by Stand 
iiU. patrols — (t S I{i;,s pi„< I07> 

Crttalry icilA an Outpoit Line — tthen cavalry are 
allotted to an outjiost line ther will l>e used as patrols by 
dav lly night ihcv will as a rule l>e withdrawn and 
allowed to rest in rear of outpost line [1 xcept when a 
eovsack post or standing patrol is considered necc'ssrr for 
positions too fir awav for infantry to watch ] t gx>d com 
mander will spare hi* rasalrr as much ni,,ht work as possible 
in ortler to get tbe best work It dav {Mounted piquets 
ha«e the same component* as those of outpost companies 
lut — 4'entries are ratloii Tcdettei and groups are catle<l 
oossick |MMts Thev dismount but borsoa are not off 
saddle! or uni ndld }— (h ^ neg* page lU* ) 

Arfillrry with Oufjioifi — Artillery are onlv used with 



outposts wheu — Country t9 very open II When there 
IS ground oter nlich the enemy wiJl probably pass III 
I\ hoii ncccsssry to prevent enemy a Vrtillery from oecupyiog 
positions in front Dy night artillery should be nithdrann 
to safe positions m rear of outpost line — (P S Regs r age 
102 ) 

Outpoati by ^l^;^t — As the duty of nn outpost lino is 
as far as possible to see nithout being seen the sentries 
und groups must bj day be placed behind such natural coier 
ns exists (One sontry uill probablr bo sufficient hr dsy ) 
Ily night these are usually advanced in order to be able to 
guard the approaches to their front Therefore position^ 
for tho sentries and groups for day and night should be 
selected by tho outpost company commander 

I?<ji5(aner —Tho principal necessitv for an outpost line 
13 good resistance It should also if possible aSord good 
observation but facilities for resistance must neier be 
sacrifaccd to those of observation 

Oeeupntion of Outpost Positions — Outpost positions 
should bo occupied at least an hour before dark If there- 
fore the advanced guard troops only reach tho outpost line 
at dusic they must remain tl rougbout the night as outpost 
troops If hoirever time permits they should bo relieved 
us soon as possible Outpost reliefs ivhon the position is to 
be held for some days should reach the oitpost line half 
an hour before dawn and the relief will not bo earned out 
until tho mounted troops or infantry reconnoitring patrols 
sent out just before dswn return and report no enemy in 
the vicinity 

dfSemblp of Oulpojf Troops — When the force that is being 
guarded by the outpost line contiouea its inarch tho out- 
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ClUrTER VI 


NOTES ON INFORMATION. 

Information m war la an essential necessity 'Without 
It a commander cannot hope to achieve success, and he 
courts disaster 

^rconnaisiniire la the eemce of obtaining information with 
regard to — 

(q) The topographical features and resources of a country, 
(b) llie movements and dispositions of an cnemv 
Therefore, reconnaissance can be called the mihtarv term 
used to express the collection of information by troops or 
individuals specially detailed for the purpose 
Reconnaissance tnay be effected — 

I By personal observation on the part of a commander 

II By etaS or other officers patrols, or scouts 

111 By observation from balloons, aeroplanes, kites etc 
n By a force, larying from a squadron or company to a 
division, which may either threaten the position and 
so induce the enemy to disclose his dispositions, or 
else may break through his outposia and so obtain 
the necessary information 

Beconnaissaiice by mounted troops is earned out by— 

1 Officers patrols which act well m advance of the mam 

force 

2 Combat patrols which act m the immediate neighbour- 

hood of a force 

3 Contact squadrons, or troops, which act as a support 

to the patrols and as collection stations for infor- 
mation They should constantly maintain touch 
with the enemy — (F S Regs , pages 112-125 ) 

Instructions /or Reconnaissance 
The authority sending out a reconnoitring force should 
furnish its commander with instructions on the following 
points — 

(a) On what points information is specially required 

(b) Approximately to what distance and what direction he 

has to go 

{e> About bow long he may expect to be awav 
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(d) here he is to send in reports and by \that means 

(e) \\ hat IS knon n of the enetnr 

(/) The probable mot es of bis own mam body or of other 
(letachinents 


Informntion 

Information mat be gamed b> personal observation of the 
enemr, hr questioning the inhabitants, prisoners, and 
others br riading si^ns, such as track dust, fires, deserted 
campgrounds, uniforms, or by tapping telegraph uircs, 
taking litters and newspapers from post offices, etc 

In questioning prisoners, or hostile inhabitants it is well 
to question them separately out of hearing of others to lesd 
them to suppose that rou knon a gnat deal more about the 
enemy than {Mssibly you do knoa, and that you are putting 
some of tlie'< quistiona merely aith a sieu to see whether 
they nu spenking the truth or not assuming that you know 
tho ans'M Is 

I’oople not accustomed to seeing largo numbers of troops 
aro sers apt to esagterate their strength, a point which a 
scout khotild be careful to aroid Information as to the 
■iniforiiis of the enemy, number of regiment on tbo buttons 
or badges, etc , may lx? of great use 
A scout should know what are the usual formations of the 
enemy, and «hat arc the sisual strengths of his different 
organisations of troops 

The folliwing signs should lie noticed as affording infor> 
matioii ~ 

Clou(ft (>/ dint show morement of troops, baggage, cattle, 
etc Casalre raises a high, light cloud, infantry and rehicles 
a lower denser cloud In some countries it is rustomsn 
to SI t fire to grass or I usb so that the smoke may hide the 
dust of n moreinont 

firei — In manr rountries, also, it is customary to light 
signal fins to send up a flare hr night, or puffs of smoke by 
dsT The Isttcr II done ?»v lighting a damp fire, and alter, 
natili eovi ring it with a I lanliet and uncorprmg it 
^uch signals when seen, naturallr indicate the presence 
of an enemri ther msT also often Ixe used with adrantage br 
our own look-out i>osts. scouts, etc 

The cnrmv's bitouse fires shout 1 i<e located, and counted 
in the rccniiig or earir morning It is a common and useful 
prartiee to light dummr fires to dreeire tbe enprar’s scouts 
Tenrls — More infermstion can lie gamed be s good 
tracker, frnra oWrring tracks *n the ground, than by any 
other method 

a X 



(A 

Tr«fkt fcr*t •»fim t. «f « | atn !t 
»1 ow t}»* formation «!ir»<t>on ant nf Ijii forr** ar^ 

a1tno«t t> n hour »}i<*n ll «• fi^rre (<atvnl I » It tk»* t^afk* 

thr f«Tt hoof» ttr 

f Trry »ruut to III' fTall^ rSrirnt rrii«t U an rip'rt 
trarkrr an<i thi» r44|jy n m*^ ty prartirr 

S unifi — SinTo jnnrii of a acnut « *ofk h»» to I— don** at 
nii,ht It li nrTTMtiAry llat f * ahoatl not fail to rrakx nrfT 
u««> of hit ar’nar^ r( lirarto^ an I of amrll a* wrll at of ai;;lit 
‘^und travTU aririroamatTlt Vrt aardi {vt »rc«n I 

t orotrif (amft f.ruunf* Much inf rmation ran oftrn f''* 
Katnnl ly Tititinc a camp Crotind rcccfitlT TacatoJ It the 
rnmiT Bi to the atate of bit troopt and romniMariat. (ram 
{■ort etc Tint rati l-e |u Isc*! > t «hat it Irfi in tl r *ar of 
alandoncii animalt nr tpbirlet ramaini uf foo<l 6rrt and 
aigni of tniit h xpiiat rul • uh and to on Tlie frrthrif-tt 
of tb* cimp ran lx l» the dr* p| ink* «»‘l ntirt if 

the fin t 


limit /nr I mmondcr* <•/ / ff •nnoilriay 

1 \oii are not ititemh-d to fa^bt I nt to aatrh tl ■ more* 
menta «f the cnemT k icilance ciinninj: ailenre anil 
pniclenoe are each atncllT ntrvatarT 

5J kkhoB touch with the enetoT m Rkinni oi anTthinR 
au«|itciou« olntrYM one man aboulJ I-o vent Lark to rrporti 
tnkins aa miirli information o« potsiLle Nrrer rommit the 
Itrott error of all coming Lark and Irannc the tnrmT 
iiiiwalched 

3 All noodt, Irokeii ground rarinri or liktlr rorer in 
the neighbourhood of all the outpost line should lie rarefullr 
searched, for the cnemT a patrols are playing the lane game 
M yourself 

4 All precautioiii againtt surprise must be taken and 
though indinduals nia? lie cut off, no whole patrol should 
l>o surrounded 

5 Patrols should nroid drawing attention to their more- 
menta Should an eiieniT*a patrol bo sighted the bert 
roursi. is to hide, and let it go by, any orderlies it tends 
hack with messigrs should bo captured 

6 If cut off hr the enemy, make erery effort to get anar 
by spreading out, edging away, and collecting again at 
some prc-arrangcil spot for tins rrason enrh man shoull 
notice landmarks distances, croas*roadi, etc 

7 Remember that to go and return It the same road 
may lead to being ambushed and far all to halt or oQ saddle 



in one place mar cause tbe entire patrol to be captured if 
suddenly attacked 

8 Beware of inaccuracy when making rour report If 
possible* count or carefully estimate tbe enemy’s numbers 

9 In a hostile country, treat erery man or woman as a 
possible enemy and never be taken off your guard, but treat 
the inhabitants with consideration as long as they are not 
actirclv hostile 

10 A patrol commander should always make up his mind 
beforehand what to do if suddenly fired on at fairly close 
quarters Do not lose touch or retire more than you can 
help 

In reporting think over what tou are going to say before 
nnting anrthing Speak coollr uhen making a verbal 
report Remember that in war, time is everything — (F S 
Rc‘£s , pages 117 118) 

In this campaign m particular patrols should alnays be 
on the keenest look-out for spiee, and for siginls from the 
latter liowner ii ‘ ~ * i <r„ » _ i 

from an ordinars • ■ 

III eliureh toaers > 

herds looking aft« 

and (loan in lighted nindons eol mred garments hung oiil 
from nindoas or on tines itc Imre all 1 m>ci) used by an 
enemt uho rein's to a greit extent on u i arefultr planned 
sin sersiei The htt< r frequentiv ail >pt Frenrb Belgian and 
Vngtish uniforms to help furwanl their Klimes (1 S 
Regs pai,es 117 119 ) 

Tlie following show some svstems of conducting a patrol — 









71 


^^lth a suitable background and in good Iigbt, objects 
can bo distinguished by good Bight as follows — 

10 miles — Church towers 
€ , l\indmilla, large houses 

■i 000 yards — llindons duroneys 
3 000 ,, Trunks of Urge trees 

2 000 Iti{aritr\ like a black line caialry like a 

serrated black line mounted man like 
a spot 

1 VX) yards — Telegraph posts biles of infantrr can 
be seen and guns can be distinguished 
1 200 ,, Infantrr can be rtearlv distinguished from 

cavalry 

1 000 ,, Moicments of men s legs and arms can be 

seen Line of men like a belt Direc 
tion of march can be seen 
COO V lies can be counted 

COO \|en 8 heads and shape of hesdgear can 

te seen 

400 ,, Colour of facings can be diitinguiilied 

Sound 

Sound traicls at the rate of about 400 cards per second 
(3^ to be exact) hour leatt of the puUe to 1000 yards 
It a fiir rough ralrnUtinn At night good ) < ariiig ■•eenmet 
of oien greater laliie than g<*xl eithl h<r f)iM re»« « 
*<ntrirt and m fart all on diitt mi old eareftillt guard 
ngnintt antthing abieh tull intirhr with bearinis siirli 
lit llilarltra ill Imi tt srariis etc If w irii the ears mint not 
Ik- cotrri’d 

Oftrrraft t 

Ml raiiVt *t 111 I In Irainm) to < rti m rtilm ^ < f ■ ti 
and to r« p« rt ant »tr»i ^ • r su'i in ut tl ini.t to tb. 0*^0 r 
In molirn car a » I li< r las to ndiitati U i>n«irs <f a 


(11 VPTFR \II 

NOTES UPON THE ATTACK. 


Drfrnixrt rttn if pnjy fy n Vi'jnrnui 

/Offnitrr - I'pon fhi» rmini all militarr tn^n arr a^rr*"! 
Onr liai only «<» rra-l Napolmn a In rralun 

taliiA tliat cmt ira<*Ar nf aar plarv.i U(vn a Ti{;nrou« 
nf!rn«ir»‘ an'! ailh «bat mnt<fn|>t In* rrpartJo.! a ton- 
man<kr *110 rh'»*»' a il»(rB«i»r aftmn in I'Tpfrrenr.. Orra- 
aicnaftr it i« inif rirrnin*lanr«>« may maLn a if^'rrTuiT^ 
artinn fH-rmiMiUi litu n^trr a iiutilr |>a* 4 irp (I.>ff>nri< If 
oni* i« form! tn .IrfArii a (WMitinR it mail !*• mtli the rirsr 
iinili'r'tanilinc iKat aurh a .Irfrnro «t|] Lo larnr<l inin an 
olTi niiiT otiA at tlia rartir^t an.l mn«t nppnrtuni* mnmftit 
[if, rnllr.] a >l'f< n«irn-nff.*n«iTn artiooj --(f ^ pac''* 

l.MtolV. I 

Tht (" (A/ ItiHltfitU — \ form nufrlitng 

tlirouRh an anAinr a muntfr i« utualk rrurriHl br a 
•'•crwn " of protortim oaralr^ ft * , '> »ml**a tn_fmnt, and 
flanka of mam Uxirj It will !.«> an i'niixxl tliarthi* pnrmr 
wtll Itkowm* ha»p a<l<»plo<l atich pfty^utionarr mnasunt 
Thortfor® (lipri* will l>o t*o raralrr •’arrmna," loth hnttil®. 
marchiDC tniranlt on<i anotliPf WTirn Uip.r mrot oapli will 
ontiparour to — 

I (he enemy as to the fnsition, ami direction of 
march of tho form in roar. 

II lirrak throagh, or dnte lack, the opposing line, and 
nsccrtain tho position, strength and direction of march of 
the l-ody it is corenne 

III I’rcTent tho enemT'a cavnlry from I.rtaking tlirough 
thetr opponents* arrrrn and gaming information —fF.fe 
Hegs , page IIS ) 

During the time these tactics are being carritd out the 
adraneccl guards of loth forces will lie hurrying to the 
assistance nf their caralrv Upon the arnral nf the 
infantrr ailranced guards the casslrr mil lo forced tn 
mthdran, and mil usoalW oceapr positions on the flanks 
.Mmost mvanslly one aide, or tho other, will occupr a 
position for a defensire-oflensire action, and the other will 
dehrer the attack [Tho ground, composition, strength, 
direction of line of communicationSi etc , mil all le factors 
in deciding nhicb force will assume the dcfcnsitc] The 
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fnt man Jfr of the advanced gaard nf tbo attacking force 
w 11 carry out nhatovcr instructions he has received prior 
to commencing the inarch Let us assume that these require 
him to occupy the most advanced pos t ons poss ble and to 
drive n ad anccd parties of tie enemy by artillery fire 
1 nder eo er of the advanced guard and the protective 
ca alrv tie man holy has meanwi ile been preparing for 
the ( Title The commander of the wl ole force and h s staff 
a 11 1 1 e c n e up as soon as the act on commenced and will 
make a rec na ssance nf tl e enemy s pos t on and the in 
ter ei t, c ntrv W t) th s and the information ob 
iTiiell tl e adrnnced guard an I ti e cavalry ho will make 
1 s pirns for attark [No commander would dream of 
attack ng v tl nut nfornnation and a personal recon 
na ssa ce ] Ilv the t n e th a reconnaissance is finished the 
fan rr II | rolalJr lave arrived and wjJJ form up in a 
f rmat on of rca 1 ness bel nd whatever cover there may l>e 
U s n 1 rta J tl at e lel inoveneits shouJl le kept •» 
ret US 1 s 1 le -«l S Uets pages I*’? 131 ) 

Tie art llerv « II hare precede! tie infantry and will 
1 a e ore II e I the pos tions selected for them as a general 
I Iv tie artillery of the adyance I guard llie artillery 
e II then enleavnur to sul due the hre of the oppna ng 
art llerv nr take a icf set oi aa the occasion demands 
'll e I atial n comman lers (with the r adjutants] will have 
» } nel tie C. OC tie force and will rcceire ordert 
fr n In f r tl e coni ct of tie attack These will lie 
■ear c It I lete an I cot rise Tl e infantry will as a rule 
<•0 d lei I t flank attack lusually the strongest] a 
1 ta1 attack anl tie V-Oerel reserrra The laltalnn 

I nand rs • II tien rejo n tfcir battalions and •dl 
Is 1 ir tl • I ticir f r company romniand r» 
M- li.J« Lth ll i.r» « I t «vi r wl rli tl e adrai c« 

• t Ih f rtni] vilo will in turn ysplain to thyir com 
I a T 1 iM oT s of t) e instructions necessary for them 
to kno« M a «l lf> tie art Uery las Ipccn preparing for 
lie nts si anrs* t T endesTounng to subdoe the enemy ■ 
art llerv I tlo Ulter refu<es to dv<-lo!>e Itself earalrv 
r tl a t la sent forvard to rndeavour to 

Iras I r try \\ 1 cn tl e |« s tinn 1 aa been d »clo»ed 
the at a k c art llerv enleavour to oltain tie aupenonty 
of f re 1 1 ii V Si de» rat le >\ ten tl e latter rommences to 
1 »ve I tl a t ll tai 1 1 V a 1 ai er mill r< mine re t fora this 
in ment tl r art 11 rv oonerntratvu pract eatlv iia entire 
attention t eovering tie advance It frvrg at tie ecemv a 
trrncles ait llerv etc and this rcusl lie maintained if 
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pnuiLIi riRht up to th«* moment tlip ■ttarkinp infantry 
reach the IcndinR trrnrhMof tbn enitnr — {F S Ifccs pscci 
132 131 ) 

The Infantry itfnek — Th© general principle in dulri 
fiiitinc infantfT in tho Attack ii to form them in atreoRth 
[t e , depth which meana in aeries of sucepv«ive lines] 
SRsinst those points of the enemy s position that must be 
taken and in weakness (or lesser strenRth) elsenhere In 
all eases each separate bode of attackinR infantry will bo 
dirided into hnnslino ’ (preceded I y scouts) * supports" 
and loral reserres ' 1 ntil nithin effectito ranRe of the 

onemv a infantry it should bo possil lo to adrance in small 
extei ded columns [sections or platoons in smplo file, or file 
at SIT HXI \ards iiiterTn) and IKK) cards distancpj This 
enables infantry to bo ke|t well m hand and is less rulner 
able aRsinst artillery fire at lonp ranges 'When necessary 
these columns will extend to fne or ten paces and con 
tinue to adrance in extended lines until the final position 
IS reached This position which will bo selected br the 
scouts will bo that point from which a further adrance is 
impossille Here tie firii ^ line mil be rcin/irced Iv tho 
siiccessire lines which hate not been absorbed durinc the 
adrance From the moment this position is reached tho 
attacking infantir mil endearour to obtain superiontr of 
fire This can onlr be done by the men arrinng in the 
first position with plenty of ammunition and br good hro 
discipline [concentration of fire description of targets 
etc ] » Hess , pages 13>>-140 ) 

TSlien this siiperioritr of fire has been established [which 


companies should be instantly reformed temporary pro 
motions made to replace missing N C 0 s and every 
po«sil le meiisuie token to risist the counter attack which i ii 
active enemy is sure to deluer If ammunition is not avail 
able the eniroy s rifles and ammunition must bo used mean 
while If the enemy has been repulsed and is retiring the 
artillery should be pushed forward to the captured positions 
to shell the retiring troops and the cavalrv and general 
reserves will pursue vigorouslv and iiideavonr to turn Ins 
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retreat into a rout Neither horses nor men should be 
spared fatigue in this endearour Captured prisoners 
should ho disarmed and sent immediatclr to the rear, if 
possible under escort If not possible ther should bo made 
to lie down under charge of a guard — (h* S Regs , page 
13S) 

Gtneral Ileierre* — The general reserre la retained in the 
hands of the G O C of the whole force until required Its 
duties are — 

1 To assist in the decisive assault 

ii To take adiantagc of ant mistakis made bv the 
eneuir 

III To repair ant mistakes made hr its onn force 

IV To cover the retirement of the attack if necetsarv 

V To take up the pursuit of the enemr 

To enable it to perform its task successfullv it ii therefore 
kept fresh and in such a position as will enal le it to per* 
form any of these duties It should l>e at least a fourth ol 
the entire atrengtli 

Thf Hank lUni-k ii geiierallv roiisidi mi the most adian 
tKgeous to the offenders Tins for the folloning reasons — 

I rianks are more easilv enieh.ped 

II J lank positions offer less extent of front for de- 

fenders and eonseqnentir limits their fire 
frontage 

lu 1 lank attacks iisnallr make it possibh to enfilade 
portions of the enemv a front 

II If successful A flank attack lavs ojien the enemv a 
rear to Are and tlireatcna his line of retreat 

Therefore the flank attack »iU usuallv l,e tlir prioripal 
one In order lo prevent the enemv from rvinfomng hii 
threatenetl flank his front and evm both flanks if possible 
ahotill also lie attackeil Ihe troops dciaiW for these at 
tirki mar (k< weaker than ihoae sleiailoi [or tie flank 
attack, I ut everr endeavour mast t>e made to deceive the 
enemv as to their strength and all attacks shnuli lie ulti 
matelv pressed home 

I RilfiNoM tn <A< trrnrl mis.t t lave 1 einiiativ in 
hrinu line 1 in mj j”*'’* ai 1 • in tl« liral r<«ervc sol 
conli U ;.,v.ii Irvm .■>»» t I »• var.1. .f fn nUgr f , il» 
advance 

t ('enisiay in 
frltig line I in 
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Mich duties no mnticr «hat the we of the force thst the 
folIouinK points are quito clear and knosrn to eteryono — 
I The objpctire 
n Tho lino of ndtanee 

111 The battalion company, or phtoon of direction 

Without a knoaIcd;,o nf the aboro it is impossible for 
any bodies of troops to effectiiely co-operate and without 
effectiro co-operation it is hopetess to espert sneeiss in 
modern warfare 

Sirength of /litael, — In order to reach dccisiTc raiif' 
with sulTicient strength to obtain sapenority of fire and to 
carry forward tho assanlt it is necessarr that them shouN 
bo at least IJj men to every 100 yards of front at the com 
mencement nl th« attack (atlowtct; for caswaltiea and a 
minimum nf 1 riRn per yard at decisiro point] hour to '> 
men to the yard will usuallv be required to carry forward 
tho assault 

roiition of Offieer$ during «in tftocil — VII officers alioiilil 
be in those positions from wIikIi ther ran the most effici 
ently lead and control their commands So Axed positions 
can therefore bo laid down The OC the whole force will 
imturalh lo with Ins general ri-cerse for it is with tins 


almost cnmpletel} passes out of a battalion or company 
officers hands soon after reaching cffoiticc range 1 rom 
that on tho direction, control of Are etc will bo the duty 
tiu officcra exercising n 
on it IS most important 
are clearly given, and 
“ and prepared for anv 

instance tho subaltern 
t His senior N C 0 
• porarr command V 
section sergeant is wounded, the senior squad commander 
immediately takes his place ket, even with those losses 
the company should go forward in exactly the samo manner 
as l>cforc if hath A C 0 ’a and men Anew nfiot is required 
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Explanations can seldom be given after an attack is 
launched, therefore preliminary instructions should cover all 
the circumstances that may arise 
Coiering Ftre — Too much attention cannot be paid to 
covering fire An enemy entrenched presents a very small 
target for the advancing infantry, particularly if the latter 
are advancing rapidly Fortonately for the attack the 
portion of an enemy exposed to their fire [t t their heads] 
IS one which man instinctively likes to protect Therefore 


fire with extreme accuracy Assuming that each man of the 
attacking force commences the attack with £00 rounds of 
ammunition, and has 2,000 to 3 000 yards to cover before 
reaching the enemy's trenches, his supply of ammunition 
will quickly run short if lie is allowed to fire throughout 
the advance lhat he will desire to do so is beyond 
question, that is why control of fire is so important In 
addition to wasting ammunition it creates a feeling of 
confidence in the enemy, for the aim of men, rapidly 
advancing over broken ground is somewhat erratic Con* 
sequcntly it is recommended that the attacking troops shall 
not fire at all until within ?0I) to I 000 vards from the enemv s 
IMisitioii ttlien fire Ix-comes alisoluieK necevsarv onlv a few 
shots should be allowed at each halt This fire control extends 
more particularlv to those troops advancing to the attack 
ta the enemy s fire must be kept under to allow the at 
lackers to get forward this is l>est done bv artillerv and 
covenns. fire ' Ihis litUr will be furnished hr bodies nl 
iiifantn detailed by brigade battalion or rompanv com 
manders to occupv suitable |•os■tlont and to kesp up a 
sustained fire at the enemv a trenrhea This principle of 
fire tactics applies equaUv as well to small Ix^iei in the 
attack Tor oxample —A coropanv advancing forward in 
four successive lines, the nearest of which is StU vards from 
the enemv a i>osition comes to an open piece of ground over 
which It IS necessarv to go 8eeing a smalt ndge on his 
ri^ht. Its OC a< mis forward to it one of the platoons in 
ivar >\hen o*tablisli««l this platoon o^ns a hvavy fire on 
the trenches and under rover of this the rrmainieg 
platoons env-v the »spi»wd grviiiid t\hrii ihev are across 
the ** covering partv ’* can citbrv remain in position or 
cross under tie eovenng tirv of tie platooni now in front 
— fl* Ucg* page IG*" > ^ 
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Otniral ^ottt upon DuUet in the ittaek 
i Saltation Iftarkiig independenllu ^The commandef 
of a bnttalion nciing independently «ill be guided by the 
prtnrintoi just ixphined and rontained in > S Regi 
I’art I Cli \II trhich deala with tho conduct of a force 
ID tho Attack ITe mil distribute ] is companies in such a 
way thnt ho will bare the strength he requires to drive 
home the attack at what he considers to be the decisive 
point ITo Mill allot certain companies to dot clop the attack 
and Mill keep a reserve in his own hands for tic final 
decisive attack 


The Conijany ti the firii^; Line 
The Companj/ Commander — ^The general principles which 
should guide a company commander in attack have been 
discussed in the preceding sections 

Tho orders which he i<#ues are 1 ased primarily on 
those which be receives from his battalion commander and 
secondly on tho reports of his scouts and on his personal 
inspection of the ground and of the aituation 
In issuing his orders the company commander should con 
aider the following points — • 

I The company should as a rule be divided into firing 

line and supports and if operating alone a re 
ser^e shoulu le kept m hand as long as circum 
stances permit 

II Orders for the scouts should be issued 

III The task and ob|ective of etch platnon should be 
ndicAtel or if this is not poss ble the line of 
advance of each should be pointed out or a direct- 
ing platoon named 


be issued 

V Platoon commanders should be informed of the place 
to which reports are to be sent and of the 
position of the compan} commander during the 
operations 

Tie Platoon Coitntanders — An officer will always be with 
the firing line 
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I’latoon fommandt'r* in tlir finnc lint* will plact* tluni 
»>lvo 4 wlirrt* thiT can tup«rvi* ilit ronmti'nicrj 

Tlicir duties in action am as follow — 

I Tl I \ nni‘t U (vtnsianth «>n tho 1 x k out 1 r tli 

siKnaU of iK o mpanr ctimmtndcr and of tli«* 
scouts 

II Thee must MX that th<* dimclion is maintained 

III Thev will su|>cm*<> the fine control hr the section 

ronimnn fers 

ir TIict will ohsene the enemy's morements and ro- 
IMirt at nnco to the company commander if anr 
thine ol importance is ot*scrccd 

c If the assault succeeds thee will lose no time in 
rallying and m>formin(^ their platoons 

M Ilurinf; the* adrance thee will take all leaderless men 
of other eompanits and units under their com 
mand, an<l iim th<m until the aetinn is oier, or 
the force re-forms 

Tht Sittion Comeiandcr — The sp«'cisl duties of the section 
commsnden are 

I If time permits before bis section adrances to es« 
plain cKarly the objeetice of the mannurre about 
to bo earned out, and the methods he proj*osea to 
adopt 

It To adopt the best roetliml of ad« aiire 

III To select the successire IialiinR plans and fire posi- 
tions of his section 

1C To sec that the general direction is maintained 

T To control the fire of the section 

Cl To co-operato with ncichbounng sections, and to use 
the fire of his section to support them to the l>e$t 
■dcantage 

Ml To imlicite the wav from fire position to fin* 
position 

MU To discoTcr as much as pov<iblo of the course of the 
’ action around him and to send intelhcenco to ^ 
his platoon rommandirand to neishbounni; 

IS To control the expenditure of ammunition 
that of disabled men to l>o collected report 
ammunition ts running abort and take 
aecun* a further supple 



X To reorganize his section at e\cr\ auitable oppor 
tunitj if ita order has become deranged either bv 
casnaltiea or br the addition of men of other 
sections 

Platoon Olid aeetion commanders should not use their rid < 
nhen commanding end directing tlieir commands 

The Special Duties of IndtriduaX J/;n — Combined action 
is aWays more likeW to bo ancccssful than isolated effort, 
nhen horrerer the section is extended at wide intervals or 
when it IS under heaiy fire aection and eijuad commanders 
cannot alnars exercise direct control 
The duties of the individual man are — 

I To continue fighting and to do his best to 
carry out his commander a intentions 

II To estimate the range fire steadily and husband 

ammunition 

III 1 ( incapacitated from advancing his first dutv is to 

place his ammunition in a conspicuous place 
ready to be picked up by other men 
If a soldier loses touch with his section commander it is his 
duty to place himself under the orders of the nearest squad 
commander or of tlie oldest soldier in tbe neighi ourhood so 
IS to form A neu equad 

If he becomes separated from his onn company he must 
]om the nearest and take orders from anv officer or non 
commissioned officer irrespective of their company batta 
lion or brigade 

No man is permitted to leave his platoon in action to 
take Mounded to the rear or for aoy other purpose without 
special orders After an action any uonounded man ivbo 
has become separated from bis company must rejoin it with 
the least possible delay reportiog tbe reason for his absence 
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Wiii ci'ji.-a li* c! a r<is.t>ca is 

Eia*«i It tL» fcTl Xing fx"*c-a — 

i. TL* jT-Tfi-i *0 tL^ f-ort s£«>a33 ii»'' t-n 

ftLj d.-! *=»ni cf Ert [« f iifw> si^aVi b? » 

cWr t»\i c' £•♦ to froat risd £as^ »ri r> 
<ie*d troaad ”] 

u. TLe fmst c5 the «''oald j^nait a 

£*e to L» delite*ed »ad a isinwacta £re i ' U re. 

in. TL* ertect «f lie jyejt-ea «’*otld V<> I'tvjv'tU r*»e 
to lie o^je^t IB Tiett *ad t*>e Mrer^th »r i <y'n 
of the foire ATsilxiV t's « ivvtvh 
CUide a battahoo ran deft mi «i'rie iAV> t^ TlV' 
Tarda of arerage front if net Ending a general 
reserre ] 

IT The £asks of a position should rr«t upon eh<laeles 
either oaturallT strong ft made artiE u)l.r an t 
should he thrown bach 

r Tl ere should be good corer (natural or artificial] (t t 
fincg line supports and re-Mms 

ri Hjere should be good artiUere j^witions lit thia »a 
meant positions offering eoneealnitiit and tel 
commanding those positions which the enemy a 
artiUert mat oceopt and the ground oter which 
hia infantrr must adtanre 

Til There should be good di|tli and latiral ronuuuni 
cations m rear 

rill There should be no good | ositions in front for the 
enemy s artillerr 

IX There should be good lines for n treat 

X last but not least there must bo pHid ground for 
the decisire counter attack to In made — (F S 
Regs pages H0-1&0 ) 

This will necessitate tliero being eoier for the conceal 
ment of the general reserses up to the moment when the 
counter attack is launched Surprise is half the Tictorr in 
such an attack intil the direction of an enemy's approach 
IS known it is naturally impossible to occupy a position to 
intercept him In such a case it is customary to select 
positions which can be occupied to meet an enemy adyancing 
from front or flanks If time permits such selected . 
could be prepared for defence [s e trenches dug 
cleared obstacles erected, -..ranges taken etc ] 
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positions will not, however, be occupied until the direction 
of ettack is known for certain The caralry, or aerial 
scouts, will obtain this mfonnatioo, meanwhile the troops 
selected for the defence will remain concentrated in some 
central position The advancing cavalry “screen” of the 
enemy will first encounter the cavalry screen of the defence 
(formed hr the protective or oatpost caralrv) The latter 
will hold back the attack until its mam bodv in rear has 
had time to prepare its defence It will then retire on the 
outpost, or advanced line, and try to mislead the enemy as 
■ * disposition of the force 

etiring obliquely across 
.y enable the defence to 
, , * fire on the advanced 

troops of the enemy ] — (f 6 Hegs , page 143 ) 

With modern means of acquiring information aeroplanes, 
dirigible balloons etc it will not be possible to mislead an 
enemy for any great length of time Consequently the 
cavalry will soon have exhausted such deceptive resources 
and will have to retire round the flanks of their defence 
and, as a rule, will remain id rear of a weak flank, or join 
the general reserves In either case it wilt co>operate with 
the other troops when the counter-attack is delivered 
[Cavalry patrols and scouts wiU, however, remain out to 
watch the flanks in order to report any turning movement 
of the enemy ] The remaining covering troops w ill, perhaps, 
by this time, have been obliged to retire on the main 
position, but will naturally not do so until they can no 
longer bold the enemy in check Their retirement will be 
conducted m much the same manner as a rear guard action 
Immediately the enemy's direction of advance is definitely 
determined, the G.O C (General Officer Commanding) the 
force issues his orders for the occupation of the position 
These may have beeu prepared beforehand to meet every 
situation, and consequently no tune will be required for 
their preparation — S Regs , pages 41, 118-125 ) 

The troops will march and occupy their positions immedi- 
ately on receipt of theso orders The defensive positions 
will always be divided into sections of defence As a rough 
guide the extent of front that can be defended by a batta- 
lion, 6U0 to 70U yards is a most usual limit for a section of 
defence Each “ section ” will be commanded by an officer 
specially detailed, and will, if possible, be held by a com- 
plete unit Woods, etc , which may intersect a position, 
and be a source of danger, should be made a section of 
defence, and be defended by a separate unit under a selected 



officer The greatest care nmst be taken, as frith outpost 
troops, to define the hoandanes lor each Bectioo of defence, 
and the sections responsible for their protection — (F S 
Regs , pages 144-148 ) 

The Infantry of each Section of Defence will be divided 
into — 

1 Firing line the strength of the infantrj in each 
section) 

n Supports (1 to i the strength of the firing line in 
each section) 

III Local reserves (approximately the strength of the 
firing line and supports in each section) 

If the section includes an exposed fiank it will be neces- 
sary to detail special local reserves to protect that flank 
The general reserve [J to 1 the strength of the whole force] 
IS usually formed from entire units of the three arms, and 
commanders of sections of a defence will not usually be 
called upon to provide one 

The Ftrxng Lxne will be placed in trenches, or behind 
natural cover Its object is to check the attacking troops. 


tack, and boxes of S A A can be placed in every trench 
prior to the commencement of the action The firing line 
IS reinforced, and its casualties replaced from the supports 
— (F S Xlegs , page 147 > 

Support! —The supports are placed under cover close in 
rear of the portions of the firing lino they are ultimately to 
reinforce If no natural covered n ays of approach exist 
artificial ones to the latter must be provided If such are 
provided, when being heavily shelled by the enemy’s artil 
icry, some of the troops in the firing line can take cover 
with the supports When the artillery fire slackens, or when 
the opposing infantrv get vitbin eSective range, these men 
must re occupy the firing line trenches The duty of the 
supports IS to feed the firing line it must not be confused 
with that of the local reserves 

The Local Xteterxee — ^Tbe local reserves are placed in such 
positions, in rear of their firing line and supports, which will 
permit them to deliver their local counter-attacks most 
effectively. Those attacks are in the nature of isolated at-rf’ 
tacks, directed against the enemv when he reaches positions 
close to the defence, and, if possible, are delivered ^fore ' 
lias tune to establish (t e .build up) his firing line, or ' 
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fiup«“riontv of fire has Icon tcmporarilv caincd It the de- 
fence Care must he takin alien deli«erin(; local counter 
attacks to ensure that althoueh pTn 7 possible damage 
IS done to the enemy the pursuit la not carried dangerousis 
far hen n local counter attack has been delirered be the 
local resenes the latter «ill retire to its former positio" 
cohered br the fire of its firing lino and supports in rear 
[1 or bv tl s tiiiie cserr available riile of both will have 
been brought up into the front line ] — (F 8 Hegs page 
143 ) 

Such local counterattacks mil be initiated by the com 
mander of n section of defence nhen he sees a favourable 
opportunity and they alioold be so delivered as to compel 
the enemv to expend more force than is involied in its de- 
livery Ihe great desideratum is to compel the enemv br 
Mich counterattacks to use up bis onn local reserves to 
repel them 

Tht Oenrinl / ejcric — ka aitli the nttaek the general 
reserve mil le kept under the supreme control of the officer 
commanding the defence Us units mil not be used for anr 
minor duties connected with the defence and until the 
moment arrives for commencmg the decisive counter attack 
It will visuallv bo kept in rear of the weakest flank or if 
both are strong in that position which best favours the 
delivery of the decisive counterattack Officers belonging 
to the general reserve should ss far ns circumstances per 
init make themselves acquainted mtli the ground over 
which the decisive counterattack will bo made The best 
ground is that which favours the cooperation of all arms 
and tho attocl will best be delivered against a flank of thi 
onomv 8 advance if possible the one which threatens his 
lino of retreat — (b S Regs , pages 143-150 ) 

The assumption of the offensive as indicated by the 
decisive counter attacl will not be confined to the general 
resirvn but should it meet with any decisive success the 
whole of the defensive force will press the enemy with 
vigour Should it however, fail the firing line supports 
and local reserves will he responsible for covering the with 
drawal of the general reserve consequentlv these troops 
should not leave their positions premnturelv Ihe moment 
for the decisive counter attack to be delivered cannot bo 
fixed upon The favourable opportunity will be a fleeting 
one and when it comes must ^ quickly taken advantage 
of [brcqucntlj the best time for its dehverv is when tbe 
enemy has used up his reserves in a futile attack on the 
defensive trenches] In all other respects tbe counter 



attack IS earned out on the lines of an ordinary 

attack, except tbat the action of the infantn inll be more 
rapid and the firing line bo stronger from the outset 
iirftllrrv in the Defente — Haring occupied a defensire 
position It can be assumed tbat the dcfenco is inferior m 
numbers to tbo attack e\on though the former intends to 
ronrert it into an offensiro action later Therefore the de 
fending artiller> sliould not disclose its position until abso 
lutely necessary [i e when the cnemv s infantry come 
nithin eSectire range] Otherwise it mil find the enemy’s 
srtillerr concentrated upon it Once the enemy s infantrv 
-I Trying 
he adianee 
n hen bon 
is using all 
should be 

characterised be extreme boKioess riery gun should be 
brought into position to cheek Ins adrance and no efforts 
spared to assist the counter attack — (P S Regs psge 142 ) 
Caralry being essentially an arm of opportunity it is not 
possible to limit its cooperation in the decisire counter 
attack to the moment of the adiance of the general re 
lerres Frequently it happens that the caralry can create 
by Its action the opportnnitT of Uiinching the counter 
attack — (F S Regs psge 147 ) 

The Three irms on the Dr/enene — let us imagine thit 
the following forco liss been ordered to occupy a defensire 
position —1 brigade of infantry 1 hatterr artillcrr 1 
squadron of cavalry I field company Royal Engineers 1 
section of a field ambulance — <F S Regs pages 140 150 ) 
The caralrr haring discovered and reported the direction 
of the oneui> s adiance etc the G O C selects a defensive 
position and decides upon the following distribution of his 

Infantry — The position being some 1 .100 vards in length 
be divides it into three sections of defence To each 
* section " he allots one battalion and places it under the 
command of the C 0 of each battalion 

trfdlerv — Roth flanks offer good artillerv positions The 
centre affords little coser and has a limited field of fire for 
artillery The left flank is the most exposed to attack the 
right flank is stronger and more secure from attack He 
therefore decides to place one section of artiUerr on the 
right flsnk and the remtiniag two on the left The choice 
of their actual position he kavea to the srtillerr commander 



TA< Enffinferi be detai** ' ■ • . • i* 

tion of gan epaulmenta • • 

mgs, bridges, creation o • • • 

erection of obstacles etc . ■ ■ 

would bo best done bj expert engineers 
TAe FifW /Imbufonec, acting under the advice of its 
coramander is placed in the rear centre, under the best coier 
obtainable 

TAe ffenrral Htttrvt — Between the centre and the weak 
left flank is a small valley tanning from front to rear of the 
position This IS not apparent from the front Through 
this the G 0 C hopes to deliver his counter attack ^tith 
this object and in order to strengthen his weak flank the 
general reserie is placed in echelon in rear of the left flank 
So much for the O O C a disposition Non let us glance 
at that of one of the section of defence commanders 
Hating made a reconnaissance of the portion of the position 
for which ho will b« responsible the O C “ section ” decides 
upon the following disposition — 

Tiro Com/xiniet fo form Firing Line ainl liupparti — 
SufQcient trench mil nato been or will be dug or coier 
' 'V * • 


Supporft — These will dig aheltor pits a short distance in 
rear of those portions of the firing line they will have to 
reinforce If no natural cover exists these should be con* 
nected with the trenches bv zig zag approaches, in order 
that the enemy may not know when the trenches are occu 
picd, or reinforced If this is not possible the firing line 
must contain both supporting and firing line troops 

Loial Ilesercti — The remaining too companies of 
the "section” of defence are distributed over length 
of position as local reserves They are not extended 
but kept in formed bodies m rear of the weakest parts of 
the defence*, or, of those portions which ml! facilitate the 
delivery of local counter attacks As the local reserve is 
usually kept in rear of the bill, or ridge of the defence 
tliey have sometimes no entrenchments to prepare Therefore 
this body, until the attack commences, can be utilised to 
assist the firing line, and supports to tliion up their cn 
trenchmeiits to conceal the trenchco, dear the front of 
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bush scrub, etc , prep&re obstacles, improt e lateral rnm 
munications and generally assut in strengthening the de- 
fensire position If possible Ibe OC "section” mil 
obserro the position, and his arrangements for defence 
from those positions to his front a Inch will ultimately be 
occupied by the enemT Thu u a terj/ nteessary (king to do 
Khenerer possilU All ranges to prominent positions will bo 
taken and made known to ererronc and if possible con 
spicuous stones trees etc , which the enemy must pass in 
his attack, wiU be whitewashed, and their ranges made 
known 

The present war lias seen a curious revival of n form of 
siege warfare thst had come to be associated with the past 
It cannot altogether be taken as an example of the defensive 
for the future, but as one produced by exceptional eircvim 
stances (i e , large masses of troops well supplied in everv 
respect, a pre-arranged plan for holding one front while 
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CHAPTER Mil 

NOTES ON NfCHT OPERAHONS. 

Night operations consist of — 

I Night marches to eurpriso or evade an enemy and 

to avoid observation bv Ins aircraft 

II Night attacks Chiefly used to secure a portion of 

an ecemi a line difficult to approach bv day — 

(F S Regs , pages 170-190 i 

■Whatever he the object the maintenance of connection is 
essential So also s a thorough reconnaissance prior to 
either of above A\ithoat these it mil be almost impossible 
to evpect success 

Distribution for Kight Oprrationt — These chieflv differ 
from day operations br being earned out in cIo<e formations 
Thus & battalion moving to an attack bv day is widely ey- 
tended even when on the march (FroiD vanguard of ad- 
vanced guard to the rear party of the rear guard, gay 3 QUO 
yards ) Such an evtension would prove fata] to control hr 
night, and the length of this eame force by night might be 
reduced to 1,000 yards or Icss-^F S Regs page ISO ) 

In column of route therefore close touch must be main 
tamed between all parts of a force conducting a nigbt 
operation ' * « . • . r 

complete lo 
The writer 
inarching i . 

pletely lost one another during a night operation 
Therefore on the march have onlv a small advanced guard 
preceded by scouts, sav SO to 200 yards to the front, and 
connected with the mam body bv means of connecting files 
every five paces or less Artilleiy, cavalry, vehicles and 
horses v ill be kept m rear of all the infantry 

NtgM Atlad — In night attacks three points — 1st, start- 
ing point, 2nd, position of assembly, 3rd, position of de- 
ployment must first be selected Up to the second position 
troops will march usually m fours as described above 
From there these formations will be changed into a pre- 
liminary formation for attack, say columns of platoons 
preceded bv lines of scouts, 60 to SO vards ahead and 
on the flanks MTien formed they will continue in such 



formatinn until the third position is reached Here they 
will finally deploy, in readiness for the actual assault This 
mar be in lines of platoons, at deploying interral, with 25 
yards distance between them, followed bv “ reserves ” in 
mass or other close formation These formations are onlv 
given ns a general guide hat whatever formation is chosen 
thev all follow the general lines of the example above 

Artillerv cavalry vehicles and horses should bo left well 
m rear when advancing for the assault They can be used 
to occiipv a position in rear to cover the retirement should 
the attack fail and the general reserve can be utilised in a 
like manner in adi ance of these arms 

Engineers should march with or in rear of the first line 
thev can he usefully employed for remosing obstacles and 
placing positions gained into a state of defence 
Tht Pont ton of dsscmbtii — Tins must bo some conspicuous 
point that can ho recognised at night Its distance from 
the enemy depends on — 

I The nature of the country 

II The enemy s yigilance 

III The possibilities of discorery 

IT The size snd composition of the attacking force 
Tht Ponfion of 7)cpfovei«nf sometimes will coincide with 
that of the assembly It is the position from which the 
final nrrmgements formati >iis. deplosmcnts etc sro mad 
prior to the attack and must be so situated that the force 
while there is secure from interruption 
Pace — TMien marching bv night a large force cannot 
calculate upon marching more than two miles an hour, 
when a large force is formed into a preparatory formation 
for attack it is not safe to count on its moving faster than 
one mile an hour In all future warfare the use of aerial 
scouts I y day will make it difficult for a commander to keep 
his moicments secret from an cnemv 

\t prc«Pnt reconnoitring aeroplanes pronerlj handled 
arc practicallv secure from attack ana can gather 
their information with little danger This condition 
of things will doubtless chanco before long bv the introduc- 
tion of destroMug aerial fleets whose dutv will be similar 
to that of the Naial torpedo-boat destrovers Meanwhile 
much in the w ay of operations must be done after dark 
and before dawn CoRseqoently night operations assume a 
far greater importance than ever before This has been • 
made evident during the Rosso-Japanese and Balkan*^ 
Turkish liars and more particnUrlv during the 
one The greatest care must be taken to arrange for 
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rrcntiialitj nhiph mar occur \I1 r* should know thr 
following — 

I Corapass bearings and description of the ranou* 

points and tha ronte 

II 1 ormations to be adopted throughout 

III Distances and interraU 

ir Time and duration of halts 

I Instructions for tin wiult ami after (To resist 

enemr a eotinter attack I 

Ti Distinctire marks and pass word (such as handker 
chief in back of each man a lielt Olllcera with 
white cap cotcra Password ^\ater1ao ) 
rn Position of Commander Heserre etc 
J/en tcill be instrwcfed id the portions of a)>o\e winch are 
necessary for tliem to know and must not talk smoke load 
rifles (magazines will howeser be charged) allow eomp 
ment to rattle or in any other way endanger the secrecy of 
the march —(t S Pegs pages 178 179 ) 

U position of assembly all men must be told — 

I Object in new and direction of objectire 

II Formations to bo adopted at imsition of deployment 
ill Part each has to play 

IT '\riiat 1$ to happen if the enemy is not surprised 
Company oflicers should impress on their men — 

I Iliflea must not be loaded but magazines should be 

charged and cut oils closed and no one is to Are 
without a distinct order 

II Until dayl gilt baronets only are to bo used 

III Absolute silence must be maintained up to moment 

of assault The troops will march as quietir as 
possible Vccoutrements must not be allowed to 
rattle 

ir No smoking allowed and no matches to be stmek 
I If obstacles are net which cannot be easily trayersed 
or remored the troops must lie down till a 
passage is cleared 

Ordert for liight dffarls nad Aijjlf rirfmnffi 

1 In framing orders for night operations it may bo necee 
sarr to d»al with the following points m addition to those 
dealt with uuder operation and attack’ — 

(a) Tine of assembly at departure from and dcacn)>* 
tion of the position of assembly 
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{h) Order of march and formations on leaMtig the 
position of assemblr Distances and intervals 
Mainteiianco of commnmcation 

(c) Compass bearing of the route 

(d) Time and duration of halts 

(r) If possible tliQ position of the deployment should bn 
described and its distance from the position of 
assembly and from the point selected for attack 
notified 

(/) Formation to be adopted at the position of deploy 
nient 

((iJ Special instructions for the assault and the signal 
for it 

(1 1 Short, descTiplion of the ground to be cro«8od 
(j) Description of tho position to be assaulted 

(1) Conduct of troops during the adrance 
(1) Action ID case the enemy opens fire 

(m) Action after the position is raptured to resist 
counter attack 

(n) Extent to which the captured position is to be forti 
fled and tUo detail of troops who are to perform 
this dutr 

<o) Action of reserves or neighbouring troops against 
positions likely to enfilade the raptured position 
(p) Distinctive marks and aatchnord 
(g) Place of the commander at the position of assctnblv 
during the m ireh theiuo and nt the position of 
deplojment 

2 Until the troops reach the position of assembly no 
more should be made known to them than is abso 
lutely necessary 

Vefentiie Mensurei — On the def nee care must be taken 
to got early intimation of an enemy s adsance Obstacles 
must be erected, under close rifle fire of defence, and con 
coaled from view, if possible, of enemy s arliUerv iluch 
practice should be had in loading aiming and firing at night 
time Without rcallr effective fire no obstacle will prove 
sufficient in itself to stop a charge 

(Read pages 176 — 190, F S Reg* ) 



CHAPTEn I\ 

NOTES ON CONVOYS. 

Dv the word 'romo%a'* is meant transport carrying the 
munitions or provisions for troops and this natura]lr re- 
quires protection As conroTS march in rear of the fighting 
troops large escorts for their protection can seldom be 
spared Consequently a conroy scheme usuallr requires 
arrangements for as much protection as possible from a 
small escort This entails rerr careful distribution of the 
latter — (F S Regs pages 213 215 ) 

Disfribution of iscorfi to Conioyr — The distribution of 
the escort must permit of the mam body of the escort re 
maining concentrated an<| ready for instant action irhile 
at the same time the most vulnerable points of the convov 
must be guarded in adequate atrength In other ivords the 
escort IS compact and mobile ond moves independent of the 
eonroy The mam bodr of the escort might more uith an 
advanced guard (eliieflr of ravalrv if avaitablcl and a 
rear guard It sliould rome parallel with the convoy on the 
exposed dank (i e , the one m the direction of tho enemv; 
or m that position from •■ -** ’ «-^.«i..i t 

of sufficient strength to 
convoy should bo deta' 
head centre, and near ■ 

guard Frequently an advanced guard need not be found 
bv this internal protective force, that formed by the 
mam escort fulfilling that dulv for both parties, but if re- 
quired it should be added Sufficient men must be dis 
tributed among the wagons to maintain order among the 
drivers Pack animals should precede wagons, and the 
wagons should follow in th© following order — \mmunition 
ambulance and the remaining supplies in order of their 
relative tactical importance Thev should be divided up 
into sections of 25 vehicles, each with an escort, and there 
should be 10 yards between sections 

The escort must not consider itself tied to the convoy, but 
should move where it can b^t defend it and beat off attacks 
of the enemy 

Fighting should be avoided if possible, but, if inevitable, 
It should be done as far from the convoy as possible 
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Dispositions of Conioys Junn^an .4lfa('l — 

I If attacked small bodies of the eneiuv [if of a 

strength that can be easdr resisted br the escort) 
the conroT should continue its inarch 

II If attacked in strength it mar be necessarr to park 

(i e , close up the conioj into as small a space 
as possible vithont confusion) aud concentrate 
the escort for its defence but tins must onlj* be 
done as a last reviurce 

If the conroT consists of prisoners of nar ther should be 
forced to lie doirn during an action (This enables a small 
PCuard to look after them and prerents their suddenly oier 
powering it 

No rerr definite rules cm l>e laid donii for the protection 
of conrors Their importance will be recognised by all and 
the difficulty of proi iding adequate protection is now lu 
creased hr the advent of mechaoical transport OlTcirs 
charged with the dutr of protecting coniors must tl err foru 
make what arrangements ther consider best and if a* 
tacked must follow the general lines laid doan for tl c tli- 
fence of a position 

The allot c general rules are applicable to i 
operating in a hostile countrs where on attack r 1 1 
made upon them In the present war the *rtn / 
situation IS presented of two opposing t itl ■ ^ 

sunpliM stores carairr etc operating in alv 1 
lieliind sann No escort is therefore requin^J i- t 
one to present pilfering etc This is a hapj t » 
ever which cannot he taken a« an eaanij 1 tor f 
paigns or indeed he guaranteed to last ii • 


(Read pages 213 21% I Reg' 
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CHAPTER X 

AMMUNITION SUPPLY. 

4»imunt{ton Supp2v~'ri)e fotlowios ammunition is car 
ii<(l for each infantrv soldier in the held — 

I Carried on the soldier 120 rounds 

II Carried in repimental leserre (on •? A \ carts and 

mules), 10(j rounds (50 of these irili probably be 
issued to each soldier )uat prior to commencement 
of action) 

III Carried with brigade ammunition column 80 

rounds 

IV Carried nith diiisional ammunition column, 50 

rounds 

V Total with held units, doO 

Ti Carried with ammamtion park, 100 rounds A 
further 100 rounds are carried with the reserre 
ammunition on the lines of communication 
making a total of 550 rounds per man As a 
general rule, a soldier would not fire more than 
200 rounds m eien a big engagement 
In addition to “■ ~ **■ - -i— -J 

for each machin 
mental reserve. 



from the brigade atntntiDition column (The horses being 
taken out of the empty carts and returning nith full ones ) 
Ihis process is repeated until the rearmost supply is drawn 
upon Therefore a cartridge passes through the following 
stages in its transit from the line of communication and 
ammunition park — 

I 1 rom diiisional ammunition column to brigade ammu 
nition column by an ammunition wagon 11 From brigade 
ammunition column to brigade rcsene by a S A A cart 
HI I rom brigade reserve to battalion reserve by a S A A 
cart II From battalion resene to rear of firing line bv 
the company mules \ hrom company mules to firing Ime 
bv an ammunition earner or soldier advancing 1 1 from 
N C 0 of firing line to private wbo finally fires it 



CHAPTER XI 

NOTES ON COVER. 

Cover in all tactical operations plars such an important 
part that this book nould be incomplete without some refer 
ence to it 

Corer can be dindcil into tno kinds — 
f 1 Cover from view (In view of modern inventions of 
‘ niir — aerial enft etc —tins has enormously in 

cre^sed in important ) 

II Cover from fire 

The latter should alwars if possible fulfil both conditions 
The use of cover pre supposes a defensive attitude and though 
recourse to it will under certain circumstances benecessarv 
it must alnars be regarded as a means to an end and not 
an end to itself The principal aim in its provision is to 
enable the soldier to use bis nespons nith the greatest 
effect the second to protect bim against the adi ersary a 
fire Bv thus reducing losses and increasing the power of 
resistance in any part of tbe theatre of operations more 
troops aro aiailable to seell the force destined for decisive 
action — (P S Regs , page 116 ) 

Tbe following points should be borne in mind when ex 
amimng a locality which it is desired to strengthen — > 

(a) The strong and weak points of the position to be de* 

fended should be carefully studied and the site 
for entrenchments chosen with due regard to 
tactical requirements and economy in men 

(b) The enemy in attacking should be exposed to tbe 

fire of the defenders during his advance more 
ispcciallv for the Inst 100 or 300 nards To 
ensure this the foreground may require clearing 

(c) The enemi should be deceived as to the strength and 

dispositions of the defending troops, and the 
character of their works 

f 1) The defenders should be sheltered from the enemy s 
fire and as far aspossibIc» screened from his view 
by natural or artificial cover so arranged as to 
permit tbe greatest possible development of rifie 
fire 
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(e) The free movement of the attacking troops should 
be hindered by leaving or creating obstacles to 
detain them under fire, or to break their order of 
attack 

(/) The free movement of the defenders should be as* 
sisted by improving communications within their 
position and clearing the way for counter-attack 
Fire Trtnthts — The ideal site for a trench is one from 
which the beat fire effect can be obtained, in combination 
with complete concealment of the trench, and of the move 
meats of supports and reserves in rear Such positions being 
rarely found the best compromise must be sought bearing 
in mind that a good field of fire for at least 100 yards is of 
primary importance 


position should conceal and shelter the defender’s reserves 
and communications, while enabling the movemente of the 
enemy to bo observed 

It may sometimes be advisable to place the infantry fire 
trenches at or near the foot of a slope so as to obtain a 
grasing fire while the artillery is posted on higher ground 
m rear It must, hoaever be remembered that it will be 
difficult if not impossible to reinforce the defenders of such 
trenches or to supply them with ammunition water, food 
etc during daylight therefore if held ample arrangements 
for their supply must be previously arranged In any case 
such trenches could oiilr be tenable if quite concealed 

Provided the field of firo is good a parapet cannot bo too 
Ion and in most casts no para^t at all need be provided 
Every endeavour should bo made to arrange tbo trenebes so 
that the front of one is swept by the fire from those on 
either hand, for which purpose short trenches up to 50 
yards or less in length are more easily adapted to the ground 
than those ol greater length 

Earth which is not required should be carried away to 
some upot under coior or formed into diimnn pvrapets If 
wboclbvrron> nrc not aniHble enrth mvj l.e rvrriotl anav 
in snndbigs or m wiuvrcs of matting etc Kliing to a pole 

Fieri artifice should Iw used to mislcvd the cncniv a< to 
the positions of the trenches and gun« r tj ronspicuou> 
dummy panpet* not in the alignment of ani rovl fire 
trenches or of eloseli Mipporting artillery mai te thrown 
up to draw his fin and may also I e equipped n itli diimmv 



gUDB, paper masks, lielmcts, etc They would be spcciall}’ 
suitable if used in conjunction with a false or advanced 
position 

Scrub, long grass, etc forming a natural screen to 
trenches, should not bo trampled down or otherwise inter- 
fered with more than is absolutely necessary to gne a clear 
field of fire 

Turf which nay bo needed should bo taken from some 
unseen spot, or it may be possible to take it from a strip of 
ground, which with a little labour, may be made to re- 
semble a trench Turf used for concealing parapets should 
be laid so that spaces do not occur between adjacent sods 
The design of a trench will depend on the time and labour 
aiailable on the soil on the site, and on the range and 
description of fire which may bo brought to bear on it but 
the following rules are common to all — 

I The parapet should be bullet proof at the top (t e 

3 feet in depth) 

II The parapet and trench should bo as inconspicuous 

as possible 

III The interior 8to|>o should be as steep as possible 

IV The interior should be protected, os far as possible, 

against oblique and enfilade fire, and from the 
nackfire ’ of shrapnel and high esplosire shell 
A mound ii* r< ir is therefore required, which must 
lie carctiillr eoiinaled 

V Arrangements for drainage should be made 

vi liio bottom of tho trench should be wido enough to 
allow men to sit in it 

Ml The narrower tJie trench, at lop, the better 
sill Shelters ' should be dug in the sides 
Should time be aiaihbh* otry « iideatour should be made 
to improve covei and facilitr of communic itinn 

Should a higher command than I foot G inches he required 
to enablo the defenders to see the ground in front, the 
parapet must be raised with earth obtained by widening and 
deepening the trench A firing atop, winch should not ex 
ceed li feet wide, is necessary 4} feet below tho top of the 
parapet in such a case 

Where the ground tn front can bo seen without any com- 
mand, the excavated earth can bo removed or formed into a 

Jt * I 1 . _J «l . I 1 *V. 
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as gradually to improve the cover provided It must not be 
thrown haphazard to the front with a now to subsequent 
arrangement 

An elbow rest is useful because it supports the arm while 
firing, and is convenient for ammnnition, but it is wasteful 
of bead cover, and the vertical exposure of the firer Is 
greater than when no elbow rest is used It is therefore not 
recommended 

The drainage of trenches must bo attended to from the 
first Tho bottom of a trench must be sloped to a gutter 
which should preferably bo made along the back of the 
trench Anv n ater collecting in it should bo led off to 
loner ground or else into soak pits which may ho about 2 
or 3 feet in divmeter and 3 feet deep and filled with large 
stones Cam must bo taken to prevent run water running 
into tho trenches from the surrounding ground 

lire trenches should usuallv be provided with small re- 
cesses in which to placn packets of ammunition These will 
also servo as steps by wbicb to reach the crest should an 
advance bo ordered 

Ramming earth decreases its resistance to bullets, it 
should therefore be allowed to lio naturally as thrown up 
except in tho case of shelters constructed under a parapet 
when some ramming may bo advisablo to prevent water per 
colating into them 

Tmttrifs — Tniiches should olwavs l*e traversed and ro 
ressed Travirvs iirotectioii vgvinst enfilade fire and 
aUo locative tli< iITtct of v shell bursting in the trench A 
traverse fi ft 1 1 < id rhould bo left every 0 yards length of 
trench, witli the tongue’ of traverse, projecting towards 
tho enemy This enables men to fire from traverses 
II hen tho ground is suitable on irregular line of 
trench may obviate the construction of traverses^ but the 
best lines of fire must never be sacrificed for this reason 
tgainst nbliquo or enfilade firo from long ranges traverses 
alono will net sviQicc on account of the steep angle of 
descent of tho bullets and overhead cover may bo necessary 
Recesses in the parapet large enough to hold one or two 
men give protivtion against such fire Such recesses are 
l>ost made after the trinch has been excavated 

Communication Trtnfhet — Covered communications 
must alwavs be arranged from the firing hne to the rear 
These, be concealing the maieincnla of the defender* 
will permit of the firing line being reduced to a minimum 
in cases where it is being attacked bv artillery fire alone, 
or where the attsrking infantry u out of range, and will 
also ensile the supports to reach the firing line under cover. 
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Time and labour in the conetmction of these trenches vdl 
be economised bj a akilful use of tbe ground and b/ re* 
ducing tbe distance botecen the corer for tbe supports and 
firing line as much as possible 25 yards apart may be taken 
as a rough guide 

They may require parapets on tioth sides and nhen ex 
posed to ricH or enfilade fire should be traversed and given 
overhead cover 

^ofes on Trenches from tkt Expertence of the Present liar 
The phase of Trench Warfare has taught all forces 
engaged much that is useful and re introduced Icesona 
learnt by those irho were at I aardeburg in 1900 Deep 
narrow trenches traversed and recessed (as on pages 104 
107). with a low command and containipg shelters dug 
in their sides now called Fnnk Holes were there much 


ceaiu eiii iiuiii 4iiu.ii(> is uimcu x, ui uiiauge lui uul uiulu 
can be done by means of dummy’ trenches one a few 
inches deep with a flat parapet being sufficient to deceive 
air observers 


ol 

fouu eiL 
their positi 

importance of arranging for good drainage of trenches 
cannot be insisted on too strongly Arrangements should 
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backwards in the enemy's direction flashing the lamp at 
intervals towards hia own lino This gives a good idea of 
the field of fire and facilitates the most important question 
of effective siting 'Without some such guide trenches may 
be found, at dawn, to be exposed, and useless It may bo 
taken for granted that badly sited, and iII>conceaIed 
trenches under artillery observation will be quickly ranged 
upon and rendered untenable 

Uificers and men must be taught to entrench oil the 
darkest nights on strange ground and in conjunction with 
some tactical scheme which will test their power of correct 
siting and concealment A trench sited by dav, or sited by 
iiiglit oil ground prcMously known to all is of small instruc 
tional value, and is unreamtic 
Throughout this campaign the spade will only rank as 
Micowl to the rifle and the atnUty with which a battalion 
(an sink into the t^round will be a test of its tactical value 
and will make all the difference to >U casualty lists The 
knowWgi that it requires little earth to stop a shrapnel 
bullet and that no imount of cover can keep out a Hlack 
Maria consider ibly lightens this task hunk Holes' 
scooped out of earth or eand require to be carefully 
strutted to prevent their tumbling in The remainiDg 
things appertaining to the safety and comfort of a treneli 
are purdv rommoii «onsc ones, and need not be enumer 
ited The iiriiicipal lessons of (his war from an entrench 
ing point of view arc — 
linportanri of — 

i Siting and concealment of trenches 
II llapiilly getting to ground both dav and night 
in I ree rommuiiieations between all trenches 
II I'rotoctiiig trenches from enfilade fire 
I Olntacles in front of fire trendies 
'I Deceiving air observers (i r dummy trendies etc) 
'll Arrangements for cleaning and oiling rifles in 
trenches and ixi-euting minor rej airs 
'111 Nivessitv for K'"*ping rifl*w clean and ready for 

The Fnirrnthtny imjlrmrnf 

The entrenching implement has more than justified its 
existineo and has alresdv sssod maiiv hundreds of Iiroa 
When oppo«t>d to infantry fire alone or where trencheo can 
be dug Iv Its nid without Uing ol served Iv the enemv t 
artillerv, the psttern trench on page ICM for cover lying 
dow-n ■ IS rifomitiendevl This can (•< sulvquentlv turned 
into an ordimrv fin trench It ronnecting the individual 
trenches when liesvi* r enirsnetiing (('flu Uxome available 
When howiver Under the oliservitloti of the enemv’s 
artillerv the narrower the trench is the l>etter and a small 
treneli cl the j<att< ni on | age 103 for kneeling is adris- 
able Tl IS can aft< rwards be deepened for standing It «riU 
t-e tindi rstood that the “searching'’ poster of raedern artiH 
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int-rease its already undoubted value 
Sedgei — Hedges and banka which interfere mth the de- 
fender’s fire or ecrocn the attack, must be removed so far as 
time Will permit The clearance of hedges perpendicular to 
the front is of less importance than those parallel to it 
Ordinary hedges are principally valuable for the conceal 
ment they afford Unless they aro icry thick wire and 
stakes must be added to render them efficient obstacles It 
must be remembered that anything which forms a good 
target (t < , small nood house hedge etc ) and is suspected 
to be concealing troops will be shelled by the enemy’s artil 
lery 

Where tliere is a ditch on the defender s side, it can easily 
be converted into a nseful fire trench mtb little work If 
there is no ditch on the defender’s side, a trench should be 


excavate such trenches will usually be longer than that re- 
quired for ordinary trenches on account of roots, and at 
first work must be concentrated only at the points to be 
occupied by each rifleman 

Embankments ond t'uffinpt —Embankments are not, as a 
rule, good positions for a firing line exposed to artillery 
fire, as they offer opportunities for accurate ranging, they 
must, however, often bo held in order to bring fire to bear 
on what would otherwise be dead ground They can be 
defended by occupying the rear side, or the front side, or, 
better still, by a combination of both methods The front 
side gives a better view of the ground, but cover can be 

The rear 
n obstacle, 
ance, and 

secures good shelter for supports Generally speaking, fire 
trenches should be sited on the fronlT side of cuttings at re- 
entrant angles aod on the rear aide at salient angles, not 
ne'’e«sarily on the actual edge of the cutting 
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\ road cut on tl o side of a I 11 will gcnerallj- be vis ble 
to tl e artillery of tbe attack at long range and should not 
therefore be hell unless »t trffors special facil t s for de- 
fence or IS artificially masked 
Halls — Malls Cl I kioikcl lori Is u i g picks cro 
bars and 1 ammer or “* 

pole of a I n bor et 
m lirly treated If 
fli d t! e r in leielle 1 


To g 10 protccti against 


- do fire a wall must bo well 
” all si oul 1 1 ot 1 c 1 el 1 
1 1 1 1 e 1 for lefenee 

I lea red to make use 
It si o 1 i Im. c 1 ns a 


revetment and a larapet Uronn up against 
\ I all let ee 4 f i nod 4 leet 0 in 1 e I el 
« e«l as It tan I I f a Hi lc tha 1 f >01 I igh : 


I be 


I I t ga ad 1 1 01 al 


1 it nl o t < foot I e kl 1 
not t fire ei tl all 
wall 1 t 1 0 lo« 1 1 le<l 


tl gl 
r >1 


t 1 


t !e 


Im tie 


1 fie 


Twv 1 1 ol III 

left lei r tl l •' I H t le I r t getler 
tlalfsttr t I a aired llepsHi 
sji etncall Ti p k a •** al bv n cans of rn 
I ar r pick f i a»< I I a t !<> Manesl n I 
»} 1 1 I e a all | »» 1 1 tl < o t le to le en t! e 

chance of I diets enter ng \ r lie held in the required 
pos t on n II k 0 tl e forn an 1 I e ght of the loopholes 


Ml e 1 k bn I 11 I a I I i i fa ki g fire 

1 n if I e- tl I |r KI f I II l (r f | t Tt on 
in front of tl e nail 


t ore n usl Ik tak t a 1 | utt ng trenches i nprovided 
will orl ea 1 ro er ao close n front of mtsonre walls that 
r eocl et I 11 I I 1 t r f I II ar I I le to trike tl e 
occupants of the trend es 

11 t 1 f « U , j r I f fr g or 1 o I I Ik* 
Cl nsl wtlnl rftt Ikjilrail pror te a 
goo>| rtst f r tl e r fle 


Mien a a all las been delUratetr loo} holed for fire 
tnaTis dumraT looj boles or mark* as pos. Ue trar be ad 
t t) e vs]>o ed » de ift order to mult ; It targets at e 
rang s 

tU a i I a|.r 14 > S 1 egi 4 
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Tho defenders should be able to fire over them, and, if 
placed in a street tho; should bo flanked both in front and 
rear b; the fire from adjacent houses 
Passage of Obstacles -Obstacles may be crossed by using 
hurdles planks, fascines, bundles of straw, etc , or by rough 
ladders with steps tnado of pieces of plank about 9 inches 
wide and a pace apart Handsans axes, bill hooks, and 
cutting pliers should always be earned by a party removing 
obstacles Ropes, grapnels hedgers’ gloves and gun- 
cotton may also bo useful 

Barbed iriii — lii the piesent war barbed wire has very 


Ih. 


co\cr of night In an em - - > - v t _ . / ^ ^ » 

rffcctiao o&taele if peggi 
witliuiit ail} stiki' 

iliilities of harlK'd «ir 
front It will lie fro 
and practice in euttini, 
obstacles by its aid and, 

use, and limitations » well worm ttio stuuy or au training 
fur the field li.ver\ soldier should know how to use barbed 
wire to the best advantage, and be taught to cut same 
bilonti} and when lying down Speed is essential in its 
creation as an obstacle and troops must be accustomed to 
improvising an effective olwtacle out of whatever material 
may be at hand — (I’ago 187, F S Begs ) 
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NOTES OH THE ATTACK AND DEFENCE OF A 
RIVER LINE. 

Kiipn in •]] van pmn* M-riou< nbitiirl<^ tn in •ttarlccr, 
and i:r>nd o1«iacl*’« fnr a drfpndrf ll l« ml vithin tbn 
M-oiip nf thin l-.nl, t) dr^l «ith rprr Iroad nvrri but vilh 
nirron onna not fnnJablp pTprrwfioro TJin**' fordablo every* 
tthrre «<iuld rint ronvtitule an tfttneU unJe« eonvefted into 

In \llail _tlarinc *v a feeonna^v«^nl^e diseovered tlia 
number and condition of the l-ndcea fordv. approaches, 
boats femes etc of tint portion of the river vitlim tho 
area of oi«eration« and tli< nature and eatent of the 
positions occupied by tlx enemr the 0 C attack decides 
upon the localitr best luiteil for Ins crossing Tbu should 
be tome spot bidd<n from the enemy's sien, and with 
good fire positions on the enems'a bank for a covering party 
ti a rule a rt^ntrant bend of a riier towards the attack 
IS a tourcft of noakness to the enemy as this pcr&iits a 
covering Cre to t>o directed on his troops nhen trying to 
present the crossing It is an additional adiantago if the 


The first troops tent across, covered if necessary by artil- 
lery and nfle fire, will bo tlio covering party. This can 
cross by boats rafts, etc . or mav even have to swim over 
TVhen across it n ill occupy the best positions, if necessary 
driving off the enemy in tho neighbourhood, and will 
strengthen its position by all means available, assisted 


no 


The defenders shonld be able to fire over them, and, if 
placed in a street, tbej should be fianked both m front and 
roar by the fire from adjacent houses 
Passage cf Obstacles — Obstacles may be crossed by using 
liurdlea, planks, fascines, bundles of straw, etc , or by rough 
ladders nith steps made of pieces of plank about 9 inches 
nide and a pace apart Handsaws axes, bill-hooks, and 
cutting pliers should always bo earned by a party removing 
obstacles Ropes, grapnels, hedgers' gloves and gun- 
cotton may also be useful 

Barbed IT irt — la the picscnt war baibcd wire has very 


the trenches and placed to position and staked down under 
cover of nigbt In an emergency barbed wiro forms a most 
effective obstacle if pecked down in coils along the front 
nitliout nnv stikt> T<itiiiilv the larcfitl stud^ of the 
po'-'ibilities u> hirlud uirt vlioiild be in idc l>\ .ill going tu 
the front It v«i]l be frequently encountered when there, 
and prActicE in I'littiog it, by day and night, creating 
obstnclcs by its nid and, utnerally getting familiar in its 
use, and limit'itioiis, is well north the study of all training 
for the field Lverj soldier should know hon to use barbed 
niie to the lu^t advantage, and be taught to cut same 
siloiitlj, and when lying donn Speed is essential in its 
creation as -in obstacle and troops must be accustomed to 
improvising an effective obstacle out of whatever materia! 
may be at hand -—(Page 187, F S Regs ) 






114 


CHAPTER XIV 

NOTES OH DEFENCE OF VILLAGES. 

Villages and groups of houses often play an important 
part in a defensive position By careful preparation they 
may enable troops to offer an obstinate resistance Villages 
can bo divided into three main classes — 

I Those running lengthwise across an enemy's front 
(often of little breadth) 

II Those running end on to an encmj g front 

III Those circular, or nearly so 

Those of I can be made very strong in front but are 
vulnerable to flank attacks and arrangements must be made 
to protect the flanks (Trenches dug, hedges and walls pre- 
pared, etc ) 

Those of 11 can be made very strong on the flanks, but 
require the end presented to the enemy to be strengthened 
and extended by entrenchments, etc 

ThosG of III can usually be coDserted into very strong 
positions both on front and flanks 


eni 

coi 

an 

line of defence (really a firing line, supports, and reserves) 
The 1st line will occupy trenches loopholed walls, hedges, 
etc , some distance m front of the village (as the houses, 
walls, etc , forming the actual front are sure to be shelled 
by the enemy) This party will create obstacles, clear the 
front, and arrange for converging fire to be delivered from 
its position upon the enemy’s advance The 2nd line will 
prepare those houses, walls, etc, best situated for defence 
(loopholing walls, etc), preferring sites which will not he 
immediately under the enemy's artillery fire The 3rd line 
will select and prepare those buildings situated well within 
the village which will act as “keeps," or final strongholds 



holding It tf> M-fTp l*>th for «lrinlin,- nnd tor pattiBR out 
frps cau'- i 1 1 1 ununr hIipIU ♦•upi Ik» i i ampiunttion will 
be secured and »rr»rc'‘n»ent* made for ill diitnbution and 
for the tran«pori and hou'inR of the wounded If dnvcn in 
the 1st line will fall lark on tlio Snd line s {vtution If this 
has to retire it will reinforre the pamson nf itf ‘ keeps ” 
IrerrthinR that can be done to delae hinder, disorRanise 
and tntrap the enemr muU l^e done and arranRcments 
mid" for the protection of flinVs and for counter attacks 

71>e artillery and cacalrr will usually delay th« ecGDy'a 
adrance as much as possiblo and, when compelled to retire, 
will occupr positions m rear or on flanks, or thoso positions 
from which ther can best assist the infantry defence 
l/V cf Vtllaffti tn Dtfrnre 

1 For tho defence of a rilUce, a dofinito Ramson should 
he detailed under the command of a selected olEcer The 
latter will bo responsible for sctecting the main and any 
interior lines of defence, for dniding the Tillage into bq 1> 
sections for allotting to each a proportion of the garruon, 
for arranging for a central hospital for wounded men, and 
for notifying tho position of Ins headquarters A general 
reserre should bo retained to deliver local counter-attacks 

2 Each subordinate commander sboold consider the pre- 
parations for the defence of his subsection in the following 
order — 

fa) Improvcroent of tho field of fire 

(h) Froriaion of cover, much of which may be done con- 
currently with (o) 

(e) Provision sod improvement of communications 
id) Provision of obstacles and barricades. 

(e) Arrangements for extinguisbing fires 

(f) Ammunition lupplv 
(s) Food and water 

(A) Bemoral of sick and wounded 
(/) n«trenchiaont 

3 The firing line sfiould at first bo placed in front of any 
buddings to prevent casnaltiea from shells which burst 
against their walls 

Machine guns firing from within rooms, through slightlv 
open windows have proved most elective and are extremely 
difficult to detect, in fact, machine guns have proved iq. 
valuable for defence of rillagea 
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DEFENCE OF WOODS. 

The arroncemenU for the vffertirA defenco of » wood, liko 
all inctical oprrationi must depend upon the conditions of 
ground strength of force extent of front etc 

A imall wood in rear of • defence it useful to conceal lUP' 
ports and local resertet etc (lor the enem}’ aro unlikelj 
to waste the Urge amount of artillery ammunition that 
would he re<)uired to eflectirele search the whole of it ) 

The front edge of a wood often has a boundary capable of 
being quickie tnide into a good firo position but usuaI1> 
offers a good mark for artillery firo, for this reason it may 
be desirable to place the (irtug line some 50 sards in 
adrance this being about the maximum distance short of 
the wood at which shrapnel should be burst, m order to bo 


This allous the front edge to bo shelled without the same 
risk to the defence as there would be if the extreme edge 
were held If the ssood is too extonsire for the firing line to 
hold entirelj the best teitical portions only can be held, 
and the remainder entangled, and otherwise turned into 
effective obstacles Aa trenches are more difficult to dig 


staclcs If an enemy onco succeeds in gaming a wood held 
by the defence, it will bo able to fight on exactly the same 
conditions as its defenders 

^Vhero roads, ndos or clearings exist in a wood the rear 
edge may be organised as a socend lino of defence 

Sluch can be done by skilfully arranging obstacles m a 
wood which will, without causing suspicion, cause the enemy 
to change his direction, or to load his men to crowd together 
in front of carefully prepared ambushes 
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Alternatire positions will often prove useful in rear of 
noods, and may be used to prevent an enemy from leaving 
same An advance through a thick wood makes effective 
co>operation, control, and formations a most difficnlt task, 
and much can be done by a defence to make it an almost 
impossible one 

The two attributes common to most woods arc the ob> 
struction they offer to tho passage of troops, and the con* 
eealment they provide 

Special precautions are necessary for the defence of woods 
which run down from a position towards the enemy, since 
they make co-operation between the artillery and infantry of 
the defence almost impossible and afford the enemy a 
covered line of approach 

In the case of most woods tbe improvement of commoni* 
cations IS one of the first conaidorations 

If defences in rear of a nood are more convenient than in 
front, the best arrangement will be to straighten and en- 
tangle the flanks and rear edge and take up an enfilading 
position some distance behind Communications throughout 
tbe wood should be blocked 

Tbe conduct of artillerv and cavalry in the defence of a 
wood is similar to that in tbe defence of a viUage Should, 
however, it be necessary for the artillery to take up a 
position in the wood, care must be taken to provide suitable 
eommuQieations for same 

Woods have played an important part in the present war 
They afford excellent cover from an enemy’s aircraft and 
give shelter from the weather for bivouacs Tbe German 
shells are made to burst downward and backward, as well 
as forward; consequently this latter effect is not so pro- 
nounced as was expected, and woods can bo held, by the 


weather *A short exercise m an easy wood, such as merely 
marching through same on a compass bearing, is of little 
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cn \rTFR I 

NOTES OH GROUND. 

In all tactical prolilctna th« intcll s;<'nt apprmation and 
of ground nu»t naturallr plav an important part 
Ground aifrcts tart cal operations in tnanr a art bv ob- 
ttnieting vie* fire morement etc lortunatcif as a 
general rule ground favours or interferes with both attack 
and Icfence in an equal ratio 
Ground usually is of one of four different Linds i level 
II undulating iii hiUe ir inonntainous 
Level ground is eitl er clo«o or open country IJy Cfoir 
Ground is understood ground intersected by high ledges 
banks walb or covered with woods trees houses etc in 
fact anvtbing natural or artificial which limits the view or 
seriously interferes with aovement seress country 
Bv Oprn Cr itid is meant the rcierso of dose It will 
howeter bo borno in mind that a country can be open as 
regards new hut close at regards going This will be when 
the surrounding ground is very marshy and possesaes 
numerous nrers or such I be which will prevent the nnin 
terniptcd passage of cavalry or artillery Such country 

re 

t< 

le y uvii uegreesi wiiu me ueiauso lue lie u ui vien is 
usually 1 mited Infantry fire from a height is less accurate 
than that from comparatively level ground 

Groun f and its CTir 

1 The wue employment of every feature of the ground is 
of great importance in promoting fire effect and in reducing 
losses 

One of the chief uses of ground » to obtain cover from 
view so as to enable troops to be pushed forward with a 
minimum of loss and to effect a surpnso In these cases the 
paramount object is concealment and safety from stray 
bullets and shells is only secondary Such cover might con 
sut of an undulation of ground a hollow road a railway 
embankment a thick hedge a belt of trees or a high wall 
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Of these the first mil be most commonly met irith and 
will be usually the most difficult to recognise from a dis- 
tance If the best use is to be made of the ground the 
officers and fire unit commanders responsible for leading the 
movement should recounoitre beforehand as much as possi- 
ble of the line of advance 

In the caso of concealed movements care must be exer- 
cised that reconnoitring officers and such troops, as may 
be required for protection against surprise, do not betrav 
the mo\ ement to the enemy 

2 It mil u'-inii\ be c 
certain lines of advance a 
mutual sujiport than otl 
make use of these a\ enni 
localities or fire positions 

troops on their danks The line of advance from each fire 
position should be simdarlv reconnoitred so that the fullest 
use mar he made of the ground to obtain mutual support m 
the attack 

3 The most important requirement in cover for the man 
when firing is that he can use bis nfie to the best advantage 
In endeavouring to do so the man should expose as smaU a 
portion of himself as possible to tbo enemy’s fire, but if be 
first seeks safety and neglects tberebv the full use of his 
rifle he will fail in his duty 

4 Cover whether from fire or from view, should not 
provide a good aiming or ranging mark for the enemy 

Moitng objects catch the eye quicker than those that 
are still Men lying still in drv grass or on ground which 
blends with their uniform make a more difficult mark at 
which to aim than a clearly defined Ime of cover 

Cover from view, which iloes not also offer co\ er from 
fire may become a dangerous trap if men crowd behind it 
and the enemy knows that thev are there 

It may therefore sometimes be better to lie still in the 
open than to take cover behind banks, hedgerows, or bushes 
which are not bullet proof, if the enemy is likely to see that 
such cover has been occupied 'When lying in the open, all 
but the necessary movements to load and fire must be 
avoided, as any movement of an individual may attract 
the attention of the enemy to the position occupied by the 
whole unit It is an advantage if fire positions in the open 
can be so chosen that the men do not show up against the 
aky 

The edges of woods hedges and banks which are clearly 
defined and mn parallel to the enemy’s fire position. 
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prominent tr*-*** anit other Undmarkf til prpsetit fatour 
able tarpcti to artillerr fire and ar« dangerous, if Ihe^ do 
not afford oorcr from fire and if the enemy kooirt that they 
are oecnpic^l and can bnng a heary firo to bear on -them 

5 If an wiually good ejcir of the enemy can be obtained, 
It IS better to fire round the aide of coter than over it, 
becau«« the firer is then le^ risible 

6 UTiCn firinc from behind corcr the crea must h« kept 
on the eneniT between each ahot othersruo the man may 
lose sight of his target and thia may result m ho ahooting 
without looking o>rr the aighu 

The German Vrmr is fortunate in poaseasinp cacelicnt 
large-scale maps of the country it operatca in, in addition 


“Kntento'' Th’c British guns hare been found entirely 
aatisfactory, and the French 76 is pronounced, by both sides, 
as the fiflMt weapon now in the field The artillery being 
diual, or rather tn© superiority being with tho •' Entente,” 
the question of the use of ground becomes of the greatest 
moment to both sides Kvery soldier should study ground, 
its peculiarities, tacticnl possibilities, probable effect on 
moTcmenU, etc , until nhlo to form a good gonernl opinion 
of any ground by merely looking at it There is mucA to 
learn in this counection, and only constant practice will 
make one proficient 
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CHAPTER XVII 

NOTES ON FIELD ENCINEi RING. 

Objtcis of Forttficatton 

1 The object of fortification is to strengthen ground and 
bj thus economifcing the nun bers of the defendeis to swell 
tho force arailablo for oSensne movements by which alone 
decisive results can be obtained This object is secured by 
fulfilling as far as possible the following conditions — 

(a) The position to be defended must be chosen with 

due regard to tactical requirements and with a 
view to economising men its strong and weak 
points must be carefullv stadied 

(b) The encmv in attacLing should be exposed as much 

as possible to the fire of the defenders during the 
advance To this end the foreground may re 
quire nioro or less clearing 

(e) rtery endeavour must be made to deceive the enemy 
as to tho strength and dispositions of the troops 
m tho defence and as to the character of the 
defensive works 

(d) The defendors should be sheltered from the enemy s 

fire and as far as possible screened from his 
view, by natural or artificial cover so arranged 
as to permit the greatest possible development of 
rifle fire 

(e) Tho free movement of the attacking troops should 

be hindered by leaving or creating obstacles to 
detain them under firo or to break their order of 
attack 

(/) The free mavement of the defenders should be as 
sisted by improving commanications within their 
position and clearing the way for counter at 
tack 

Shortly stated these principles in order of importance 

(a) Choice of ground 

(b) Clearance of foreground 
(e) Concealment 

(J) Provision of cover 
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(«) CiTktiflD o( obttadM 

(/) InproT^TSfiit of comtnnniCAtioni 

Pfn<frflhre Toiffr o/ liifif BuUtt 

Cotci- to be I roof ic*inst the modern nflo ballet tanst be 
of the followmj; tbiekneu 

Karlh onrtmmed 40 mehe^ Mnd in stndbtca or be- 
tw«n boards 18 inches sand loose 30 inches, hnck 9 
inches toft »ood M inches hard wood 38 inches, wrought 
icon plate | mch shmRle C inches coal 6 inches snow 
8 feet dry tnrf or l>eat 80 inches clar CO inches 
Company officers are seldom called upon to perform much 
in the way of enRineenng problems on aetiro semce Still 
there are some which often fall to their lot The followinR 
hints tnar therefore prore of some assistance — 

£fi(rrnrhiR9 

A soldier can escavato 80 cobic feet of earth m four hours 
The best type of trench suitable for quick work u the 
3 by 3 feet trench <t < , 3 feet m depth 3 feet id breadth at 
top tapenns to 2 feet at bottom so that it is roughly 9 
square feetl in crass section In 4 hours a soldier can be 
expected to dig about 9 feet length of such trench in easy 
Mil 

Problem I— t company is ordered to entrench m four 

1)0 _ stn , . , j « > . « I . 


As in all such problems it u advisable to over-estimate the 
number of men required— say, 40 men with 40 picks and 40 
shovels 

By double manning tools (» « , giving a pick to one man 
and a shovel to another) the work can bo cither completed 
lu one-third the time or one-third more work can be done 
m the time The remainder of company can be used to re- 
lieve the workers (forming ‘reliefs") and to conceal the 
trench from the front, clear the front etc 
Eiamplr JI — 2 hours and 20 sets of tool* are alone avail 
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number of cubic feet tbe number of square feet m the 
cross section to get the tengtb of trench one man can dig in 
the 2 hours Thus 

ax3 ^ 

So 5 feet is one man a task, aud 20 men (each u-ith one 
‘set” of tools) dig 5 cubic feetx20=l00 cubic feet Bj- 
double-manning ' tools they do one-third more or, say, 
133 feet 

45 yards trench and 40 men (Add 10%*:44 men) 
— Answer 

tUaniiiff iij lltdgrt — lo oil cloiriiues of foreground 
nork from positions outirards and alirays clear for at least 
300 yards 

Cltanns Btdijrs —5 feet length of strong thick hedge- 
stems 1 to 2 inches thick can be cut by oqe man in 15 
minutes Allowing for fatigue he can be expected to cut 20 
feet in 1 hour or 20 rards itt 4 hours If busby a pole with 
ropes attached to each end is passed through hedge and 
polled upon to expose stems to ase Hedges running per- 
pendicular to front should be left standing Tools required 
by each man one biff hook and 1 pair hedger s gfores 
Example — 200 yards of hedge require clearing in 4 hours, 
what number of men will be required, and what tools'' 
One mao cots 20 yards m 4 hours 

ijO/ ss 10 (Add 10 %, aay 11 ) 11 men — ■inswer 
fools— '11 biUhooks, 11 pairs hedgers gloves, 2 axes, I 
grindstone 

r" , 1 7>. - J »»-« -.gn clear 100 square 


(WdJ0%=55 ) 55— Answer 


axes, 55 pairs hedger’s glores, 3 grindstones, 6 whetstones 
Timber (trees, woods, etc ) — ^Trees up to a foot in diameter 
Can be ent down m about 12 minutes When they are 
larger than that tbe time eanes as tbe cube of the diameter 




it not a e<^ pUn a» stra^ms anira&Is mb; cauM 

•larmt Or it may be connect^ »ith alarm eons or land 
nines, the latter course is net recommended tor ordinary 
neld use, as land mines are alnays dangerous to the 
defender 

(6) A$ a simple fence irbich may cause delay and confu- 
sion at night 

(r) As a concealed obstacle in a ford 
(dl As an adjunct to tree and brush'?ood entanglements 
(e) As a sriro entanglement 
ire entanglement is the best of all obstacles, because it 
IS easily and quickly made, difficult to destroy, and offers 
no obstruction to tiew Tho materials are portable and are 
often found on the site 

Various forma of wire entanglement are described below 
row IFire Enfattfitmeni 

A low wire entanglement is formed by stout stakes driven 
into the ground about Cit apart, in rows arranged chequer 
wise, their heads being connect^ by strong wires twjsted 
round them and crossing diagonally about 1 foot or 18 inches 
above the ground Ibe outside stakes should be anchored 
so as to take the strain One mile of wire will make an 
entanglement of about 6,000 square feet, or roughly, I foot 
of « ire is required for each square foot 
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Except ag'iiDst mourned troops, a. Ion niro entanglement 
IS not a good obstacle unless concealed amongst brushwood, 
or long grass It is especitll; effectiro in the bed of a 
river 


High n trt Enfanglernent 

High niro entanglement — The stakes in this case are 
4 feet above ground and 6 to 7 feet apart the bead of each 
stake being connected b) stout uire with the foot of the 
ono diagonally opposite These diagonal wires are again 
connected by other hoiizontal wires thus forming a network 
exceedingly difficult to cross The stakes should be firmly 
driven and stayed, m order to preient the entanglement 
being dragged away by the enemy 
Time, etc 

A high wire eDtsQglement requires about three times as 
much wire as does a Ion entanglement and ahn tbnee the 
time for construction that 'S to say, 3 feet of ntre are 
required for every square fool of entanglement, and 3 men 
will build, using plain wire, 10 square yards in one hour 

As in the case ot the Ion type, when using barbed wire the 
time required is double that taken with plain wire 

On account of the material required and labour inroUed 
very little high wire entanglement can be constructed for 
the hasty defence of positions, though a high wiro entangle* 
ment, of a good breadth, and backed by a well loopholed 
parapet, is a most formidable obstacle 

High wire entanglements can abo be made with the 
pickets, arranged chequerwise, about 6 feet apart This 
form IS perhaps moro difficult to cross by means of planks, 
hurdles, etc 

High wire entanglement has proved invaluable in the 
present war, and will be generally used throughout the 
campaign (See rigs 5 and 6 overleaf ) 

Trip ITire 

TVhen a trip wirr, with belb or other alarm signals, is 
used in conjunction with an entanglement, it should be 
placed just within the front edge and fastened to pickets, 
distinct from those of the entanglement, m such a manner 
that It caunot be touched except by any one actually trying 
to cross the obaticle This will prevent false alarms being 
laiisod bj cattle etc 
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CHAriUl \\ 111 

NOTES OH MAP READtNC. 

1 locales —Scales on maps nra expressed as in tb( 
folloning examples — 

<a} On Eoghsli Ordnance maps 8Cn9e,rsirff or 1 1 ich to I mile 
(b) On foreign maps,,,},! or 1 centinetre to 1 kilometre 
Iho fraction in each case is called the Kepresentatne 
Fraction or R F and means that 1 unit on the map 
(numerator) represents a certain number of the same units 
on the ground (derominator) thus from (1) abnie — 

t inch on the map represents C3 360 inches on the 
ground (■! mile) from (2) 1 inch on the map re- 
presents 100 000 inches on the ground or 1 ceoU 
metre on tho map represents 100 000 centimetres 
(«1 kilometre) on the ground 
To find tho number of English miles to the inch for an> 
map that has a R F dnide the denominator of tho 11 b 

fr”'". — 

th I 

H'" 

Scales should usually be from 4 inches to 6 inches long 
Scales generally used for militarT purposes — 

Camps or billeting areas 

detenco of Tillages etc 4 inches to a mile and upwards 
Road or river sketch 

outpost positions etc 1 inch to 4 inches to a mile 
General mops or sketch 

of district ) inch to 1 inch to a mile 

2 Conxtntinnnl Si£int enable information to be given ou 
a sketch nr map nhirh could not otherwise he conveniently 
show n Thev should I e simpio m character, and not 
numerous It is far better to write descriptions on tho face 
of tho sketch nr on tl e outer margin joined to the object 
by n thin line in language that cannot bo mistaken than 
to crowd it nitU symbols of which the meaning Is liable 
to lo misundorstnod 

Whatever lettering appears on a sketch must be easily 
tcgille and should not interfere with the detail 
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3 Map Enlargtno — When it is required to cnlarce a 
toap the correct n&y is to draw squares of any convenient 
sue on the original and then rule the paper on which the 
new map is to be made with squares who'o sides bear the 
required ratio to the sides of the squares on the original 

4 Mtasutenient of Slopfi — Slopes may bo uniform conres 
01 conca\e and ma] boexpressed in degrees or os a gradient 
Slopes nro usually cxpie^soJ in military terms by a fraction 
Thus represents a nse or fall of the unit in 60 An 
approximate rule for expressing as n fraction a slope given 
m degrees is to dn ide the number of degrees bv 60 Thus a 
slope of S'* IS equivalent to yV This rule does not hold 
for steep slopes Gcneralh if the slope between two points 
IS com ex they are not \i»ihle from the other if the slope 
IS concave they are visible Slopes are indicated on a 
sketch by means of form lines These are approximate 
contours slietched m by eve without accurate instruments 
The level of a certain number of points is fixed and the shape 
and slope of the ground is shown by form lines arranged 
10 accordance with these points 

5 True and Mas/rtite Dtanno* —To convert from one to 
the other 


TtAen the lanafton ti IVeif 

To find magnetic when given true be'intig Add the 
variation , if the result u minus, subtract it from 3GU” 

To find magnetic wheu given true bearing Add the 
variation, if the result is greater than S60'’, subtract 
300* from it 

IT Aen the I artafii'n ts Sail 

To find true when given magnetic liearing Add the 
variation , if the result is greater than dtiO*, subtract 
360* from it 

To find magnetic when given tme bearing Subtract the 
variation, if the result is minus, subtract it from 
360* 

The most frequent error arises from forgetting that 
bearings are always given and measured through east by 
south, and not the shortest way when this is by west 

6 Ifup Ittadtng — (a> Lc>ok at onco for the scale this 
IS the key to distances 

(b) Note the vertical intervals used, and methods of 
showing form of ground 

(/■) Note the position of ridges, hills and watercourses 
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(c/) Look for the direction of true or of magoetic north 
If DO north point u ehown assume that its sides 
are true north and south In quoting a 
bearing, the true bearing should be given 
(e) Note the character of the country, and the effect this 
might have on operations carried out in it 
7 Setting a ilfap — A map is aaid to be ‘‘set” when it 
IS laid out to correspond with the ground 
To set the map ^ 

(n) n lih r . *1. , ,v __ 

nec 

tur , 

of the north point on the map is cxactlj' under 
the north end of the needle If the true north 
line only is shown, and you know the local varia 
tion of the compasa plot the magnetic north on 
the map with a protractor and proceed as before 
If you hare no protractor lay the compass os the 
true north line, and turn tbe map until this tine 
makes with tbe needle an angle equal to the 
v'lriatioB and on tbe correct side of it 
(h) By Objtcft — A map can be set by objects on tbe 
ground without using the north point or compass 
Identify your position on the ground where you 
stand as some point marked on the map Also 
identify on tbe map some distant object you can 
see Join theso two on tbe map by a straight 
line Then turn the map about the point marking 
your position till thia line points to tbe distant 
object 

(c) If you have no compass, but tbe magnetic north 
IS shown on the map, find the approximate true 
North, and then torn the map until the magnetic 


North you have found 


•Ton no Uk* desreet routbtr bjinraDsoto woteh br Uklos XII ** ihaOof 
a cotoa-iat aod rtmsmb viog tbs* nehnlnatodlti toi ol tbs watch sorrstpoads 
toC^ Also ao axtsmporarr pnitraclor for readlsg bsarisgi may bs nads by 
taarlne ofl tbs comer of a bit of paper <HrldlD|| tbe right angle In it by folding 

It oTsr three times then pencil tbe e re aiei which «iU then show polots 

i • 111" 


133 


MAP READING. 


FTAen vnfertatn of vour |>on(ion — Placo yourself between 
ur in prolone&tion of a lio« joining any tno points you can 
identify both on map and the groOnd HctoIio the map 
until the line joining the two points on map points towards 
the two positions in the country The map is then sot 


To find your position on a map — ITAen tvo points ran be 
tdentified and the map can be set — Set the map, then 
level a ruler stick or pencil at the point in the country 
passing over the point on the map and draw a line towards 
yourself Then do likewise with the other point Ihe inter 
sections of these lines shows your position on tho mop Ihis 
process is enlled resection 

IfciyAfs —A useful formula to remember when dealing 
with heights is — 


For hrtber 1 b 
fo'instio 1 MO 
Doftnltloei*' 
at brtlBBtnf 


11 r X D \ I X 19 I 

II F — Hontontal eituivatent in yards 
T) Degree of slope 
V I ss Vertical interral m feet 
19 1 yaidssA slope of 1® gives a vertical interval of 
1 foot in a horizontal distance of 10 1 
yards For rough work 20 yards say be 
used 


From this formula w« can calculate the height of an object 
if two of the first three are known — 

(a) For example, a hill in possession of the enemy is known 
to be 600 yards away The slope from the observer's position 
i« 3« 


Tbe formula is — 


HE xJ» 


In this case 


6fX) X 3 

— jjy— =75ft Answer 


(b) The same hill is known to be 76ft in height, and 
the degree of slope is 3® AMiat distance is it From the 
observer? 


Tbe formula is — 


II E 


In this case 


yards Answi 



(c) The eamo lij]] js lcno«n to be 500 jards distant, and 
its height to Le 75 feet l\hat is the degree of sloper 

The formala is — 20xVI . 

U 1. ^ 

In this case — 20 X 7 j .. . 

500 Answer 

T anation of Conipass — 1 \ery compass is inaccurate to a 
trifling extent The degreo of variation must be ascer 
tamed 

As a rough guide for mental work if the bearing is more 
than it should he the variation is nest if Itsi than it should 
be it IS east 

Therefore Best is » est least is east will help one 
to remember 

Example —The beam g of on object that is known to be 
true south (180®) is 190® The variation is more, or best 
therefore the variation of tho compass is 10® 


The Coup^tss Ivmls to Vao>tUe ^o^fA 

The compass gives bearings not angles The horl 
zontal angles betueen any distant objects are found by 
taking the difference of their obsened bearings 
To use the compass for night marching it has been con 


the line of advance 

To prolong the line of advance a stick painted uhite or 
prepared with lumiious paint held nt an angle of 45® to 
60* with tho horizontal in the direction indicated by the 
luminous patches will assivt the operator to pick up some 
object to march on 


line of advance an! moves up on to what he judges the 
correct alignment, and again sends him forward After a 
few advances the assistant should know how far he can 
go before being lost to sight and halt without waiting 
for the whistle 



rnnuFNrrOHAl.SICHS DSf^IMflCl-OSKeTCHINC 






'•r** Xr't tt r* fncirf •‘It 7rur ^p'^l 
Is) ft eczjtcM cc slie isftgnr*i Tftnfttinc 
fM Ic 'r.» unr._f-T i»^j«; m ti-dictj-r liutodp* 

til* •”-u» l<»t— ts- rf ii* Po ^ j; jT* iTitktTi 

To £ns li- pu- - t' 1 ' Ct* I>ftr «birl iv 

tiiv— 


-IC I 


Be*f> ^ 


FIO 11 

^ CPtinr^ 

y "®' 4 ? 

__ ■=!- 
®£)/c 5 tar 

rha tno start on tho riclit as ynn look nt it In I ij; ( 
point to the Pole Star wh ili is npprosimntrl; triio Ni tt|, 
Dot as the stars reroUe round th« I'oto, the Hrest llpitt 
s sometimes in the position shoun in I ttt 3 



136 


CHAPTi-R XIX 


APPRECfATION OF A SITUATION. 

Before an ofTicer can deil with any tactical problem ho 
must first " appreciate the sitnation ” Thu, from a military 
point of view, meins coming to a decision regarding the 
course of iiction he intends taking, after considering the 
various strategical, tactical, pel ttcal and other points 
bearing upon a given problem Until th's has been done 

it is one 
* “appre 

through 
m I pass 

that cat ’ Am I going fast enough to cross the frost of 
that car? Shall I pass in front or behind that pedestrian? 
Is that patch of road slippery? etc 


sDouiu DU aimea ai Ivuvuiiig out piaoiice uiu eiuuie an 
officer to marshal bis ideas into ibis necessary sequence, and 
it IS recommended that a careful study should be tnado of 
the following 

It will be undeistood that only those points relevant to 


of enemy, moral of own forces condition of enemy’s and 
own forces, initiative, time, probable climatic conditions 
communications, expenses, reputation of enemy’s com 
manders, supplies, water etc 
II Our oun Forces — 'Tho position and possible course cf 
action of our own forces 
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III The £nemy’j Forrri— The positi'in and posaiblo 
course of action of the cnfrtny’a forcen 

IV Line 0/ Action appenra mosf suifable to us — 

The advantages and disadTantaj;es should he carefully 
thought out before a final decision is armed at 

V lines 0/ Action open to the eneny — The advantages 
and disadvantages should be carefully considered, and thoso 
offering the greatest chance of success should be noted 

\I Selected Coune of Action — Having finally decided 
hoir to accomplish the object the following must be carctully 
thought out — 

(<i) How best to carry out the proposal 

(b) Frohahle steps the enemy will take, when it becomes 
knonn to them 

\ II Having thoroughly neighed the various factors of 
the situation the suggestod course of abtion should bo stated 

In all tactical problems rapidity of thought is a necessity 
to gam tho initiative It is thereforo as important to know 
what la unnecessary to include, as it is to include what 
IS necessarj Consequeatly, although this system of headings 
TTST seem to require a great deal of thought and writing. 


gimeuiui tour lucy 
f sheets of foolscap 
I f the piper Ihe 

■ . • p < be placed in the 

margin 

In the field an appreciation of a situation is meretv a 
tncchinical mental snort llefore any situation can bo 
effectively dealt with it is neceesary for an officer to know 


Organisation 
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NOTES ON AIR SERVICE AND AIR 
RECONNAISSANCE. 


auparont to all armies, 
that the tremendous 
observation and ofTen 
present campaign the 

sidered as an adjunct to the cavalry nconnaissanco only, 
and too little attention may have been pud to its extromo 
value in detecting and langing upon trenches and posi 
tiong concealed from an eiiemv in front but apparent from 
above The Geimatis had evidently studied tins most care 
fully and during the early davs of the campaign, weie 
most successful in observing trenches, and giving then 
artillery their position and ranges Oiu fmourite method 
nas to fly directly above tlie trench, along its length, and 
throw out strings of eilver and btaek paper, this the 
artillery range takers would range upon, and effective Are 
on the concealed trenches would quickly follow With the 
advent of our superior aircraft, which is swifter than the 
German and by making better concealed and false trenches 
etc , this preliminary advantage was soon lost to the 
German airmen, hut the general principles of its value 
for ranging purposes were generally adopted by all sides 
It can be reasoinblv assumed that the great value of 
aeroplanes for flying in *' fleets” and carrying out destruc 
tive ’ 

msed 


tions, omitted to realise this beforthind, and a state of 
war does not permit of the preparation of such an air 
o * I* 11 i« o. «,oli fo bear this in mind for 

of the British aircraft 
ere privileged to know 
laehine and its engine 
hn\e both plaved an imiwrtant part towards tins end, but 



the swrct of our succtss is most midou'jtwlh Uir skill and 
courage of the pilots ihroaghout a stormjr, uct and cold 
winter our aircraft has in*ide dailr flights, with hut Tp» 
exceptions and the ratue of ita information has I ocn 
incalculable Many combats liasc been fought in mid air 
the great majoritv of which hsce again prosed the aupcri 
onty of the British and trench airmen The moral effect 
giceti bv the knowledge that a certain place possesses nir 
craft cspable of climbinc rapidly and nilot-nl hv kf^en and 
courageous ofliccra has Been great anil has presented th< 
enemv a aircraft from acquiring information they wen 
grestlv in neeil of In apite of anti aircraft guns mid th 
firing of many hundreds of rifles aeroplmes are seldom 
brought down Some, indeed have been hit dozens of 
times hut the Tulneimne portions of an aeroplane are 
small in proportion to its surface and are gem rally pro 
t^cted hs armoured plate, as also tlie bottom and back nf 
the pilot 8 &eat The prartice tliat has been given to anti 
aircraft gunners has resuUeil in the acquirement of a 
certain accuracy of fire, niid has necessitatid observing 
aeroplanes flying at altitudes of 5 000 to OOOO feet when 
executing ordinary reconnaissance work for special work 
the dealing up of a purzlcd situation or to drop explosives 
acmphnes haie dew-ended lo altitudes as low as VI feet 
1 \eu when under he is v hre and have achieved their purpo«i 
and escaped in safetv owing to yieed or mut \t Nun* 
Chspelle an obserimg aeronlane flew at 600 feet Tlx 
spet^ of the aeroplane combined with the difficulty of 
hitting It hv vertical fire with a rifle designed onlv for 
horizontal flio will be apparent to all Theoretically an 
nerppline at 4 000 feet shmild te hit if Urn rifle is rtirrecth 
sighted SIS aeroplane lengths m front of its line of flight 
In practical use the aeroplane has proved its Mipenoritv 
over all other means for the acquirement of information 
and its rapid comivanec to these requiring same in this 
the fifth arm has ccrtainlv eonsiderat Iv encroarhed on the 
duties formerlv entrusted to cavalrv ilodern war is a war 
of olistaclos the lionevromb of tnnehes network of 
bajlied wire enclosed eountrv armoured moti r-cars and 
the hundred other impeliments to mounted action ha\ 
comi med to nndir the duts of cavalrv in iioth rccon 
naissance and dlincU icti m almost impossille to perform 
Whetlur this will Ik nctifisd in the liituro is ditTcult to 
foresee but 1 fiar ihe d " 

reconnaissance work an 
pcan war In smalbr 
as useful as hentofore 

war a' It nssnusl l>v • 

Vrmv Sirvice Corps Second onl> in importance to tl 
pil't of an aeroplane is the ol server in fact some 
inclined lo rever»o,lhis onler of importance It will 
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obiious that, no matter how daringlj and skilfully the 
aeroplane is pil ‘ ^ ~ * * ’ ’ *' ' - - 

19 able to make 
for reconnaissat 
ho has seen in s 

positions this IS • 

who hare tried 
trench, or gun, 

IS the difficulty 
fact that such 
dead ground i 

artillerv to open indirect fire at them, and it is easier to 
realise hoir important and valuable the work of an observer 
IS In addition he must be ijrepared to attack an enemy’s 
aeroplane, or defend his own at a moment's notice In 
spite of the difficulty and danger of the ivork the casualties 
in the Firing Corps have been cstrcmelv low, when com- 
pared to those of the infantry That this is so is largely 
owing to the skill and judgment of the pilots, and tlie 
advantage of having obtained a moral superiority over the 
aircraft of the enemy But for the advent of our fifth 
arm, and its g^snoral excellence our difficulties would have 
been enormouslv increased Belying, as the Germans do, 
on sudden attacks bv huge massea of men, which bare first 
to be secretly assembled for this purpose, their pet scheme 
has been often frustrated or naticipaUd by the observation 
work of our aircraft 

Large movements of t * > i , 1 1 

to conceal, can onlv bi 
remaining unseen In 
providing they were < 

cavalry By moving at night, and remaining in woods, 
villages, etc , during the day it is still possible to keep the 
movements of troops secret, but there are signs by which 
1 good observer can detect the presence of a large concealed 
force (i € , number of fires, or smoke, the presence of horses, 
or stray men on fringe or wood, conduct of inhabitants of 
neighbouring villages, general activity on roads leading up 
to the area, etc ), and, if the neighbourhood is not sup 
posed to hold troops, the observing aircraft can fly low to 
make a careful reconnaissance 

There are three methods in vogue to convey information 
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return and descend to e»ve Bame Tbo moral eupenority 
of our aircraft to that of the enemy has resulted m the 
latter flvinc at heights of 8,000 and 9,000 feet This is 
■J” ~ ' ■ “ ’ • ' , and to permit 

accuracy The 
, the air for eotno 

eforo it IS not 
^ tf aeroplanes, to 

maintain a perpetual coTenne screen of aircraft m tho air 
in aaticipation of the arriTat of that of tho enemy This 
u one of the great problems of air tactics on a clear day 
'then a hostile aeroplane is sighted it is almost within 
euectwe reconnoitring distance, if no aeroplanes are 
already m the air some must mount to intercept those of 
the Cherny Yet to nso to even ^000 feet takes an appre- 
ciable time, nhich may allow the enemy to obtain tho 
necessary information and to retire m safety If hostile 
aircraft fly at heights like 9 000 tcet it sacrifices much of 
Its Talue, but has far less to fear from anU-aircraft 
weapons and from attacks in the air Tbo importance of 
pome recognised by one’s own side bos been often brought 
to the notice of air pilots by friendly bullets At one timo 
if any doubt existed as to the nationality of an aeroplane 
» was flred at by all sides without favour or affection 
Now, the types of aeroplanes are better known, and all 


arms, and has supplied a need which modern arms and 
mobile transport has made urgently necessary It would 
he no exaggeration to say that an army without an air 
service, or indiftcrently provided with same, would be like 
a ahort-eighted man without glasses In addition to the 
value of tho aeroplane for reconnaissance work it has 
proved of the utmost service for aEmreesive action and 
occupies a position to^ay which was formerly credited to 
th» much-advertised, spectacnlar, disappointing and un- 
wieldy Zeppelin Ithctber tho large dirigible will justify . 
lU existence during the remaintng part of the campaign^ 
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Is questionable Up to date it has proved a costlv failure 
the spirt of aeroplanes both nhen stationarv and in the 
dir and of unexpected climatic conditions That no case 
has yet occuri a 
a Zeppelin p 
discretion of 1 
places nhere 

discretion may Ik taken as an acknowledgment of the 
limitations of dirigibles and their entire failure for sue 
eeesful aLgressive purposes I or the bombardment of 
unfortified torviis for stealthily creeping over important 
places by night and diopping liomis on prominent targets 
they w ill doubtless find some scope for tlieir actions but it 
is practically certain tliat thev will Ic ranked as one of 
the failures of modem war 
Costly to buildj delicate to construct and handle and 
extremely susceptible to weather conditions besides afford 


From a military point of view olwervation would be far 
easier from a dirigible, as it can hover over positions and 
information gamed could be wirelessed ’ direct to Head 
quarters To do this however, it would have to be at such an 
enormous height, by day, that effective observation would 
lie impossible (Many aeroplanes now carry wireless so 
this can be done ) l^he German Zeppelin can travel from 
45 to 60 miles an hour, and ran keep the air for one to two 
days Tbev can carry fuel for a journev of 1 000 miles and 
from two to thre tons weiglt of explosiie Thev emploi 
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stTeral kinds of bombs, the Un.*-*.! j»t iind btinc SjOIUs iu 
^*> rry n ‘ ivirelosa ’ nith \ rnditis ot action of 
•u Thej an superior, to tin ocrophno in 

ability to rist, nnu dcscoiul e'ctriinely rajndlv 
but this adrantoRc dooo not o«t«eij;li tlie fact that 
stormy weatlnr thes are tir> liable to taki 
cnarge, and are cxtremelj delioato itncliines, capable of 
exploding, being bloan anar lorne down bv weight of 
snow or hail, and capable of being entireli destroyed bv 
bomb dropjicd from an aeronJane To esco;H* 
the latter tliej must get above it, and tbis maiiccuvrc 
ituplies that tliev iniut sacrifice Hfcctivi. oliseriation to 
gaining safetv In addition to other drawbacks the 
P^pblem of housing a dirigible is fraught witli very con 
siderablo difficulty Token all iii all unless the Germans 
nave kept the Zcppehii portion of their scheme for the 

sutnniBT »ri .„i < .< r . <1. . oi. 


tiona remain the same Dj a system of separate gas bags 
ana a rigid aluminium frame the Zeppelin can suffer 
aovereU from rifle fire without being brought down in 
•‘•rt, the Qermsiis claim that a shell would have no effect 
unless It exploded when inside a bsloonetti This huw 
ever, has yet to be proved and our opiMirtunities to test 
this have Seen few and far Iwtween which nthei support 
the theory that the Germans ore not so sure themselves 
(F S Regs , pages 118 123 ) 

The air service has become aii estal lishetl fact and l^ 
already sufficicntlv advanceil to execute its rfde m modern 
warfare with great distinction At tiie same time it is 
becoming evident that this serriei is capable nf great expan 
s<on, ana its possibilities with the nd'nnrc of ecieiici and 
the realisation of its eapililities are limitless \U other 
branches of our Arms are nstricted by certain factors 
which will never change — roads, rivers bridges, hills 
woods, snow, rain, and thit Napoleonic element mud etc 
''one of these things ntfects the air service to any great 
extent, and, m consequence, we must expect this new arm 
to become more effective each year until m the author s 
opinion, it will occupy the pnmier position for all pur- 
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present, llOwe^er, we most limit ourtelves to a contempla- 
tion of the air service os it u 
The folloning notes «ill prove of service to those who 
will shortly take the field — 

I Jsceiic/iiid and Zandin^ — Military aeroplanes can 
land or ascend from, stubble, dry plough, or any ground 


II llind— Up to 40 miles an hour, and even over, a 
strong wind is not necessarilv dangerous to fly in 

III Obseriotion — Oft n fine dav and mth a clror sly. 


Regs*, pnges 119 120) 


this IS the knowledge that as yet aeroplanes are audible from 
a considerable distance 


dvoidiny Obserrafion from Aircraft , 

V Roads which are concealed from view should be used 
for mirches 

VI Important secret marches should ho done by night, 
or during the mist of morning or dusk of evening 

VII When aeroplanes are seen troops should get under 
cover of hedges, walls, or in bouses, woods, etc , as quickly as 
possible 

VIII Anything which can he done to deceive the aerial 
observer should be dene 
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The writer’s experience of flying has convinced him that, 
even in clear weather, it ahonlil bo comparatiiely eas; for 
small bodies of troops to remain concealed from the view 
of aerial craft Efficient means of observing the approach 
of same, when still far distant the rapid taking of cover 
and intelligent utilisation of what cover exists, should do 
much to minimise the risk of discover; His own experi* 
enco has been that the enormous area of country under 
observation, say, at 3 000 feet, makes it extremely difficult 
for an observer to concentrate his attention on any one 
small part of it 

IX Nothing discloses the presence of troops so quickly 
to an observer as the facca of men ‘ looking up" at an 
aeroplane They appear like pink discs and are admirable 
to pick up Tbcrcrore men must be trained to keep their 
heads down if not required to fire 

X The removal of turf and of a few inches of earth is 
sufficient to make ground appear to an observer as a deep 
trench If this is well done his attention may be caught by 
the apparent trench and not directed to tbe actual otio 

XI Ouns and trenches must be as carefully screened 
from above as from tbe front Dummy guns can be easily 
made to deceive an observer and are most effiective 

Troops when on (tie march, should he (rained to got off 
the roads verv rapidly in response to some special signal 
denutiug till pri«enco of hostile aircroft It hedges or 
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Much can be done to conceal trenches from above and 
this should be carefullj studied^ especially the positions for 


r/Mi 
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INDEX 


Accooimod&tion in Lilt«ta 

Activ* service, rneaos af quartering troops or 
Adraoced guard, distance betaecn parts of 


dutii. 


of 


infantry in 
,, to precede column 
Advantages of cavalry over other arms 
» . infantry , 

Vir KiTicc and reconnawsance 
Aeroplanes 
Alarm cartridge 

Ambulance waguna, accommodation of 
Field road apace for 
, camn or bi'ouac apace for 
Ambulances Cavalry 1 tcid composition of 
„ 1 leld composition of 

in action 

(losition on the march 

Ammunition suppiv hon and nhcre carrud 
how replenished 
Vnimals pack nitb infantrv 
\rnis aentfy to be furnished oier 
Vrtillcry, arms of 

,, Ilattcry. composition of 

camp or biiouar space for 
brigade composition of 
duties in action 
, escorts to accomnanv 
,, bield, Brigade Ammunition Column 
space for 

ArtiUerv fire kinds of 

, in the defence 

tactical distribution of 

in attack 
, in defence 


n outpost 
_ , I the msrrii 
tub-diviaioii «f a batterr 


148 


Artillery, weapons of 
, with outposts 

Attack and defence of a river line notes on 

> , ,, tactical distribution of infantry 

for 

Attack, battalion in the 
, cavalry m the 

,, company in the 

, convoys in 

flank, most dangerous to the offenders 
general notes umn duties in the 
, ,, principle of distnbotion of infantry Jn 

the 

Attack, night, position of assembly and deployment for 
,, notes on the 
, reports on positions for 

strength of 


Battalion, composition of 
,, in the attack 
Battleheld, the advance to the 
Battery, artillery, tactical sub«divieion of 
Billets, accommodation in 
,, close 

Bivouac and camp spaces for artillery battery 
, „ cavalry regiment 

,, ,, f, engineering company 

,, ,, ,, Geld ambulance 

,, ,, „ infantry battalion 

Bivouacs points to be noted when furnishing re 
ports on 

Bridges, points to be noted wben furnishing reports on 
Brigade, infantry, composition of 
Buildings points to be noted when furnishing re 
ports on 

Bullets, rifle, penetrative power of 

Bush, points to he noted wben furnishing reports on 


C 

Camp grounds, points to be noted when furnishing 
reports on 

Camp grounds vacated, iDformatian gamed by 
Camp or Bivouac, spaces for artillery battery 
,, >• II II cavalry regiment 

,, ,, „ ,, engineering company 
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Camp or Bironac, spaces for field ambulance 

■ > ,, ,, infantry battalion 

■ I , position of 

» protection in 

Canals and rirers, points to be noted when furnishing 
reporta on 3 

Cartridge alarm 

Cavalry, adrantagea they possess over other arms 
,, brigade, composition of 

„ disadvantages of 

,, Field ambulance, composition of 

,1 ,, ,, roaa space for 

,, horses, advantages conferred by 
,, in attack 

. in defence 

,, in rear raard action 

independent and protectiro 
on march n'lth force of all arms 
,, on outpost 

order of march for 

reconnoitring, preceding infantry, distance 
regiment, camp or bivouac space for 

,, composition and tactical sub-divi* 

Bion of 

Cavalry regiment, road apaee for 
section, composition of 
sqnadron, camp or bivouac space for 
,, composition of 
,, intcrvab between 
tactical distribution of 
troops, composition of 
vehicles witn 
weapons of 
with outpost line 
Communication between units at night 

, chain of ^ 

,, means of 4 

,, trenches 

Companv, in the attack 
,, in the firing Ime 

,, inter-communicatioo 

officer, on outpost 
,, on outpost 

Convoys, m attack 

,, meaning and distribution of everts for 
CountTT points to be noted when furnishing reports 

Cover notes on ^ 

CoTenng fije 
,, partv 
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Defence' and attack of a riTer line notes on 
artillery m the 
cavalry in the 
general reserves in the 
local reserves in the 
notes on the 
of villages 
of woods 

reports on positions for 
supports in the 

Defensive the three arms on the 

Defile points to be noted when furnishing reports on 

Detached and eTamming posts 
posts 

Disadvantages of cavalry 
, of infantry 

Distribution tactical of cavalry 

of ennneers 
of infantry 

Dtv ision composition of 

Divisional cavalry protection of infantry columns by 

Dont s to remember 

Duties of outposts 


Embankmente and cuttinge 
Enemy estimating strength of 

, points to De noted when furnishing reports on 
Engineering field, notes on P! 

Engineers during a retreat or rear guard action 
, during or prior to, an action 

field company composition of 
,, , ,, camp or bivouac space for 

, ,, road space for 

, on the defensive 

,, should accompany advanced guards 

, tactical duties and distribution of 

Entanglements, wire, high and low ] 

Entrenching m plement 

Entrenching tools how and where carried 1 

,, types of trenches 

Escorts distribution of for convovs 
Examining and detached posts 
Examples of orders and i 


Terries points to be noted when furnishing reports on 37 
I leld amoulances, camp or hivouac space tor 48 

,, ,, cavalry, Composition of 24 





I letd ambulances, caralr^, road space for 
I, ,, composition of 

M Company R E , composition of 
II engineering, uotea on 
1 ire trenches, site and design for 
tires, information gained by 
Firing line, composition of 
,, ,, in aefence 

,, „ the camnaay in the 

Flnnk attick moil ndrantagooiis to offenderw 
I, guard, duties of 

, infantry in 

lords points to bo noted when furnishing reports on 
I orost, points to be noted nhen furnishing reports on 
1 ortihcations, object and general principles of 


Q 

General reserves duties of 

,, on the defensive 

position and meaning of 

Ground notes on 
Groups composition of 

, distance from piquets 
Guards adranced 
flank 

rear to a force advancing or retiring 

H 

UlHlgl*. 

IIilU and mountains points to be noted alien furnish 
ing reports on 

Hints for commanders of reconnoitring patrols 
llnrsps caisirv advsntaccs conferred bv 
sttenlinn to 


in2 

37 

CM 


Independent and protective raialrv division of 3 

Infantry advantages thev possess over other arms 12 

attack and defence bv 12-13 

■ M of general principle in distribution 

of 74 

Infantrv battalion camp or bivouac apace for 48 

composition of 10-12 

road space for 44 

transport of II 12 

lat line transport with 11 

train mth 12 

I rigade composition of SO 

. disadvantage* of 
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Infantry flank guards 

in adranced guards 
in rear guards 
machine guns with 
on ontpost 
on the defensire 
order of march for 
rear guard action of 
table of units of 
tactical distribution of 
rab^irision of 
Information boir ga ned 
notes on 

signs to bo noticed foi 
Inter'Coznmunication and orders notes on 
Inter-communication bicrcles for 
Inter-commnnieation company 

K 

Kitchens position of 


PICB 

1:^16 

13-14 


H 

14-15 

20-21 


49 


Lakes points to be note<) wben furnish eg reports on 37 

Latnnes position of 49 

Lon^h of march 4o 

Loc^ reserves in defen*^ 

meaning of • 14 

Look-out places points to be noted ur| en furnishing 
reports on 37 


Machine guns 

best range for 

chief uses in attack and defence 
composition of crew 
disadrantages of 
recent notru on 
^lap readme notes on 
Maps distrilution of troops on 
March length of 

problems points to be remembered 
■Marches artillery, order of 
cavalry order of 
infantry 






PACE 

Marsh pomts to be noted when fornishing reports on 37 
Messages and orders examples of 26-^ 

important sent by t»o messengers 41 

nifes as to wording 2.>--'6 

Mountains and hills points to bo noted when furnish 
ing reports on 37 


N 


. , commuDicatton between units on 

,, pace on 

I operations distnbution for 
, notes on 

Notes, general, on ontposts 

M ,, upon duties in the attack 
,1 on attack and defence of a nrer line 
,, ,, Conroys 

,, corer 

,, defence of nllages 
, ,, field engineenng 

the German War 
,, ground 
,, map reading 
,, marches 

,, ,, night operations 

,, ,, quarters 

, upon the defence 


O 

Objects distance ran be distingnished br sight 
Obstacles 

,, diagram of 

Officer, superior 
Officers position of in an ettack 
Operation orders aubstsnee of 
Operations night distribution for 
,, notes on 

Order of mareh, anbulaneee 
• > f> artillery 

, ,, caralry 

M inftntrr 

Orders, and messages examples 0* 

,, operations snbstanee of 
„ rulee as to wording 

, rales with recafd to 

, eerba) 
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Outpost artillery with 
by night 
cavalry on 
company o6cer on 
company on 
duties of 
general notes on 
infantry on and division of 
line, cavalry with 
positions, selection of 
, ,, occupation of 

resistance by 
,, troops, assembly of 


P 


Pace, and timing 
, on night marches 
Pack annnais njth infantry 
Patrols reconnoitring, hints to commanders of 
Piquets, strength of 
Point, starting selection of 
Positions of omcers, during an attack 

,, points to be noted when furnishing reports 
on 

Posts detached 

Problems, march, points to be remembered 
Protection in camp 
„ notes on 

Protective and independent caialry, dmsion of 
,, cavalry, distribution of 


Quartering troops on active service, means of 
Quarters, notes on 


47 

47 


R 

Railvs ays, points to be noted when furnislung reports 
on 

Havines, points to be noted when furnishing reports on 
Hear guard action of 

, ,, actions cavalrv in 

,, ,, strength and duty of 

1, ,i to ^ 

Reconnaissance 

Reconnoitring c 
Reports, generally 

,, on positions for attack and defence head 
mgs for 


3fi 

3« 
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Reports points to bo noticed when furpiahinp 
Reserves genern] duties of 

position snd meaning of 
in tlic dcfcnco 
local, in the defence 
,, position and meaning of 
, strength of 
Resistance by outposts 
Rifle bullets penetratne power of 
Rivers and canals, points to be noted «hen furnish 
ing reports on 

Rivers attack and defence of, notes on 
Road spaces for artillerr battery 
,, ,, for cavalry regiment 

,, ,, for infantrr battalion 

Roads points to be noted when furnishing reports on 
Rules, as to wording orders and messages 


CAGE 

7o-€S 


Section ' 

Sentry, 

Shrapn 

Sight, by 

Signs 

Situation, appreciation of a 
Sound rate of travelling of 
Sounds, information gained by 
Squadron cavalrv, composition of 
Starting point, selection of 

Stations points to be noted when furnishing reports on 

Strength of attack 

Sub division tactical of artillery 

>■ It of a cavalry regiment 

„ of infantry 

Superior officer 

Supplies, points to be noted when furnishing reports on 
Supply, ammunition bow and where earned 
, ,, how replenished 

Supports, distance from piquet line 
,, in the defence 
, meaning of 
,, to furnish sentry over arms 


Tabic of the units of infantry 
Tactical distnbution of artillety 
, ,, of caralty 

,, ,, of tnfantry 
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Aiiticipatory Pensions. 

342. (o) A special audit register should bo opened in Form 23, in 
■which should he entered on the lett side the orders for Anticipatory 
Pensions and Gratuities passed under Article 925 of the Civil Service 
Regulations (columns 6 to 9 being left hlanh), and on the right side, 
month by mouth, the payments made against them. The orders should 
be entered for the whole province in consecutive order, and when final 
adjustment of the jiaymenl is made against the final order granting the 
pension or gratmty, full nolo of it should be made m the Eemarks 
column. 

(b) This audit register must be reviewed by the Accountant General 
personally every li.df-\car (bcginmng of April and beginning of Octo- 
ber), in order that be may sec that no undue delay has occurred in the 
final settlement of the cases 

1. When the final pension ©t gratuity ia sanctioned, it should be dealt with in 
the ptiision or pratmtj audit repster as covering the anticipatory order, and not 
as being in continuation of it, and tho order issued for payment of anticipitory pen- 
sion recalled. 

a It is not necea* iry that an Anticipatory Pension Payment Order should bo 
rbrullcd before the fin.!! order 13 issued All final Pension Payment Onlers must, 
however, be fomarde*! to the Treasury Offieers concerned under cover of a special 
letter in Form No 24 A Tho subsequent return of the Anticipatory pension Pay- 
ment Order, as eontcmptitcd by that letter, should be carefully watched lUrough the 
spell’ll audit ri-gister of aulicipatory pensions, in the “ Remarks " column of which 
the d.'ite of issue of the final and the date of return of Uio aoticipatory otdeis should be 
noted under the initials of the Gazetted oflicer in ch.irge 

Political Pensions 

343 . A special procedure in regard to the issue of pension payment 

orders in the case of groups of PoUiical pensioners, who are paid by, or 
are m charge of, a Politieal Oltlccr. is prescribed in Article 335, Civil 
Account Code. Volume TI A single order should be issued for the 
whole group 111 C A C Form 40, each entry having a number in the 
prescribed column of the form, thus, ^ and so on, when 330 is 

the registered number of the whole document. 

Miscell.’ineons 
Itepoit of Death 

344. (a) The death in India of every European pensioner other 
than a pensioner of the Army or Navy should be reported to the local 
Government by the Audit office which pa’ssed his pension bills Tina 
report shniild be snbmillcd in 0 A C Form 31, vide Article 40, Civil 
Account Code, Volume T 

(b) A quarterly statement should also be forwarded to the director 
of the Royal Indian Nax'y showing the deaths, within the quarter of 
report, among pensioners of the Royal Indian Navy. The report 
should show the name. rank, and date and place of death 

1, Thp statetncut is due for transmission within ten days of the close of tho 
quarter A blank st.atcmcnt need not bo sent. 


US 
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uj An .lumial loUirn of tvll retired members of the Services, includ- 
ing ihe Indian Ci\il Service, who died m India during the preceding 
twehf monthv and n Iiom' nnine>j had been shown in the Inst issue of the 
India nilicu List prior lo the date of death, should he sent direct to the 
Editor, India Office I.ist, so as to reach him before the end of December 
each year— Vidfl Article 40 (b) of the Civil Account Code, Volume I. 

Transfer io London. 

345 When payment of a peaMon is transferred to London, the last- 
pay certitkate given t<i the payee must contain words declaring that no 
further payment will be mode in India. The certific.'vtA * 

Perm 2"i 


mav 
Offi 
not 
IS r 


Ihe 
Au< 
ad 3 

aiitiioriscd the payment of the pension ont of India, whether or not tiic 
pension is debitnhlc to one or mere Governments 

Is'„Tl._WTjen a modicaJ certiPfate w not funusbeit with a commutation Paso, the 
or Appounts Offipcr should ask for it or a certified ropy of it before reporiiag 
the comomted value of the pension. 

346. JOelcfed. 

347 Deleted. 

Special Annual Enquiries. 

348. All Accountants General are requited, by 15tb November each 
year, to make out lists of the pensioners, -wbetber Political or Service, 
paid from each treasury, whose age is shown in the audit register to be 
over seventy ; nud to scud each list to the Treasury Officer concerned, 
with the request that the continued existence of the pensioners may be 
te. ted by special enquiries. 

Auditors’ Dutios. 

349 The following are the more important points for the attention 
of auditois ; — 

1. (a) See that the vouchers are in proper form 

(b) Cheek the details and the income-tax deductions (see Note 
under clause (k) of ArUcle 131 and Article 45, Civil Ac- 
count Code, Volume T). 




~ . . - - f • r ^ ---'.plioi vrUb report* 

01 ( 1 ) by the 

• , ..i^oKs the pensionary charge is 

lue case of (2l bv the Audit or Accounts Officer who 
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(c) See that stamps are oflised when necessary and punched. 

(d) See that, except in the case of pensions of persons who die 
before the issue of a pension payment order, no pension is 
paid for which a pension payment older has not been 
issued, and that only pension actually due has been paid j 
also that sanction has been obtained for payment of arrears. 

(e) Sec that the certificate that no pay was received from any 
Government office is invariably a^ned in the case of service 
pensions. 

{/) See that, when a pensioner does not appear in person, a life 
certificate is attached. 


1 ig) In the case of pensions terminable on marriage — 

(») see that the prescribed certificate is submitted every half 
year ; 

(ti) conduct a full audit of the pensions paid in January and 
July, in addition to the test-audit carried out under the 
proi'i'iions of Article 135 ; 


(tt'O mate a note of the receipt of the prescribed declaration 
in the audit register of special pensions ; and 
(tv) see that the treasury officer has furnished particulars and 
date of last payment in the case of pensions for which 
declaj-ations have not been furnished in the months of 
January and July 

(/i) Eecord the payments in the proper registers— Political, 
Superannuation, or Special, as the case may be 
(0 Enface the vouchers, showing clearly the detailed head or 
heads to which the pension should be debited. 

(j) Stamp them with the Admitted ” or “ Objected to 
stamp. 


No. 88." 


Page 159, Article 349, Clause (1 ) — 
Delete this clause. 


[Audit Code, Vol. I, l»t* Edn- J2nd Rep ), 1st Juno^lOSC.Jjj 


that given in audit register. 


2. On the death of a pensioner see that the pension payment order is 
returned for cancellation 


.3. Note deaths and transfers in the auidt register and pension pay- 
ment order register, and have the notes atte-sted by a Gazetted ‘Officer. 
The entries in these registers should he scored through in red inh when 
a pension is permanently removed. 


4. Note Anticipatory Pensions in a separate register which should be 
laid before the Accountant General twice a year (beginning of April and 
beginning of October). 
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An annual return of all retired members of the Services, includ- 
ing the Indian Civil Service, who dicvi m India during the preceding 
twelve months and whose names had been shown in tlie la.st issue of the 
India Offieo List prior to the dole of death, should be sent direct to tiie 
Editor, India Office List, so as to reach him before the end of December 
each year — Vtdf. Article 40 (6) of the t'lvil Account Code, Volume I. 

Transfer to London. 

346. When payment of a pension is transferred to London, the last- 
pay certificate given to the payee must contain words declaring that no_ 
.further oaYiQrnr ujll hr — — ' 


No 129. 


Pfifir. JSS. Arfirlr ji-i-yt— 

,Sulidifiitc Iho follovMng for this Article 

345.A The procedure for commiit.ations of pensions and Ihe rcsponai- 

1 • * ' • . 4' . .^tllCSP 

, ■ or the 

■* . • ” cations 

■ • • • of tbc 

Accountant Genera! concerned. 

tAucht Code. Vol I, Ist Fdn. fSad Rep.), Ko. ICO, dated lit FehmaTy 1037.1 

the report on the application will be made, in the case of (1) by the 
Audit or Accounts Officer in whose books the pensionary charge is 
adjustable and in the case of (2) bv t)ic Audit or Accounts Officer who 
authorised the payment of the pension out of Indio, whether or not tlic 
pension is debitable to onr or Ooveinments. 

Ajirr.— Whan a medjcal ccrliflcatr ii not furnished with a eoiomutation rase, tbe 
Audit 01 Accounts Ofllccr should ask for it or a certified copy of it before reporting 
the comniutod value of the penalon. 

346. Deleted. 

347. Deleted. 

Bpecial Annual Enquiries. 

348 All Accountants General are required, by 15th November each 
year, to make out lists of the pensioners, whether Political or ServiPe» 
paid from each treasury, whose age is shown in the audit register to be 
over seventy ; and to send each list to the Treasury Officer concerned, 
with the request that the continued existence of the pensioners may be 
tested by special enquiries. 

Auditors' Sutios. 

349. The following arc the more important points for the attention 
of auditors — 

1. (a) See that the vouchers are in proper form. 

(h) Cheek the details and the income-tax deductions (see Note 
under clause (k) of Article 131 and Article 45, Civil Ac- 
count Code, Volume I). 
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(c) See that stamps are afBxed when necessary and punched. 
id) See that, except in the case o£ pensions of persons who die 
before the issue of a penMOn payment order, no pension is 
paid for which a pension payment Older has not been 
issued, and that only pension actually due has been paid ; 
also that sanction haa been obtained for payment of arrears 
(e) See that the certificate that no pay was received from any 
Government office is invariably signed in the case of service 
pensions. 

(/) See that, when a pensioner does not appear in person, a life 
certificate is attached. 

1 (ff) In the case of pensions terminable on marriage — 

(v) see that the prescribed certificate is submitted every half 
year 5 

(n) conduct a full audit of the pension.^ paid in January and 
July, in addition to the test*audit carried out under the 
pTovnsion.s of Article 185 ; 

(t«) make a note of the receipt of the prescribed declaration 
in the audit register of special pensions ; and 
(I'tj) see that the treasury officer has furnished particulars and 
date of last payment m the case of pensions for which 
declaxations have not been furnished in the months of 
January and July. 

(h) Record the payments in the proper registers— -Political, 
Superannuation, or Special, as the case may be. 

(0 Enface the vouchers, showing clearly the detailed head or 
head's to which the pension should be debited. 
ij) Stamp them with the “Admitted” or “Objected to” 
stamp 

— ~ No. 88. ■ ' • . . .1 — 

Page 159, Article 349, Clause (1 ) — 

Delete this clause. 

[Audit Code.^Vol. I. Ist^dn. (2nd Rep b?|uo 

that given in audit register. 

2 On the death of a pensioner see that the pension payment order is 
returned for cancellation 

3. Note deaths and transfers in the anidt register and pension pay- 
ment order register, and have the notes attested by a Gazetted Officer. 
The entries in these registers should be scored through in red ink when 
a pension is pemnncntly removed 

4. Note Anticipatory Pensions in a separate register which should be 
laid before the Accountant General twice a year (beginning of April and 
beginning of October). 
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Chapter 14. — Interest Payment Audit. 

Audit by Acoountint GcucmI . 350 i by Public Debt Oflice . . 355 

ListafoT the Public Debt OfTico . 353 / 

Audit by Accountant General 
350. The audit of interest paj-ments, is fh.vicl(al hetweea. the^ 
OfTicers of Goverument and 

are to asbunie that the principal sum stated in the interest register is 
the correct amount upon •which interest is to be paid, and also that 
interest \ias not been already paid for the half-years for -which eliiim 
IS made But in all other respects, and especially rus to tlie correctness 
of the calculation of the interest and income-tax (Wde Article 45, (Uvil 
Account Code, Columo I) and the casting of the totals, the vouchcis are 
•lubject to regular examination and audit 

1 Vouchers in which tlio sigiiaturo of the tlisbursing ofScer or of tho piyee, or 
tho particulars of tho loin, or the numbers, or the capital eius of tho ssreral notrs, 
or the riimber of half jean for which interest was paid) are wantug, should bo 
TPtiimed for correction 

351 The Accountant General’s audit of the interest vouchers (see 
Form rV in Appendix 11 of the Government Securities Manual) will be 
conducted in the following way The auditor should see — 

(1) that the amount entered in the column “ Amount of half- 

yearly interest ” is really one half-year’s interest upon 
each amount stated m the column “ Amount of each Note ” ; 

(2) that the “ total amount due ” is the half*year’s interest multi- 

plied bv the number of half-years entered in the colvunn 
provided for the purpo'ie ; 

(3) that the “ Amount due ” column is correctly totalled, and the 

total correctly carried into the schedule (Form 14 of the 
Government Securities Manual), and into the proper column 
of it , 

(4) that the receipt is properly signed, either by the person named 

as the holder or by his representative j 

(5) that income-tax at the maximum rate is deducted from the 

amount of interest dne, unless the owner of the security has 
produced, vjjtji.^i^^ for the interest, a certificate 

signed by tne-sSHliiitar mUn^lsing exemption or le\’y of a 
lower rate. viWc Paragraph 61 of Part III of the Income-tax 
Manual 

Lists for the Public Debt Office. 

352 After this has been done, for each of the two schedules of pay- 
ments, the auditor should put aside the schedules and total all the vouchere 
by loans, and number them consecutively for each loan, in blue pencil, in 
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the upper right-band corner. To each bundle should be added a cover- 
ing list, in Form 27, of ivhich the totals must be cheeked to see that 
they agree -with the total debits in the month’s accounts against each 
loan. 

SoTt — Bearer bond coupons and stock interest warrants should not be inelinloi 
hi tl.c bsts of Youchera for interest payments on promissory notes, but Uiere eliould 
be separate covering lists for c.ach class of vouchers, in?, vouchers for interest pay- 
ments cii promissory notes, stock interest warrants, and bearer bond coupons 

353. The vouchers, together with the covering slips, should then be 
sent to the Public Debt Office, Calcutta, for further audit. 

354. These lists should not, however, be sent one by one, but should 
go logetlver, as soon as completed, with a covering statement in Form 28. 
which is due for transmission on the last day of the following month. 

Audit by Public Debt Office 

355. The Public Debt Office should post the payments from the 
vouchers into their audit regUlcrs and check them m the following res- 
pect i (1) that the amount of the promissory note is correctly stated in 
the voucher ; (2) that interest has not been twice paid for the same half- 
year 
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Hecript Hegi^lcrs 

AuJjt of i’j)mcnts 
ncjiMitt Uegi^tcr 
Proof of Porting . 


Chapter 16. — Deposit Audit. 


J'tdt«*jiM'atof LapHP< 

Itcfurd of Lftpsts . 
riutta^ Mcmorar.duia 

I’ofsojulUt posits . 

Deposits of LocaJ f'uodj 


3a> 

3«f 

t02 

S63 

367 


Receipt Registers. 

366 The extract registers of receipts of deposits, after beingr reueir- 
ed, should be filed in district files, the re-pa>ment columns for months 
already passed being first scored through, so as to prevent future errors. 

— The ecoriog through of the eolonms tot the moaths alresdf passed riay 
be dispeased with at the diseretioa of tbo Aeeouotast General. 

Audit of Payments. 

357 The extract re*paymcot registers, as received, should be taken 
up (after the necessary compari<;ons arc made between the vouchers and 
the entries in the register, Article 204), and the re-payments examined 
by being posted in the proper column of the receipt registers or clearance 
registers against the entries of receipt. If the re-payment exhausts the 
b^ance at credit of the item, a Ime should be drawn from the last re- 
payment entfy to the total re-payment column in which the total re-pay- 
ment should be entered ; if the re-payment does not exliaust the credit, 
it will be foimd convenient to enter the balance in pencil under the last 
re-payment. At least 8 per cent of these postings should be examined 
by some one other than the clerk who made them, and the examination 
should be estended to the amount entered in the third column of the 
extract register of re-payment fls the amount or balance of the original 
deposit. 

I. See items 8 to 13 under Article 135. 


Clearance Register. 

358 The receipt registers of any year provide for the entry of re- 
payments made during the same and the next account year. After that, 
the balances which do not lapse nnder Article 206, Ciril Account Code, 
Volume I, will be detailed in the clearance register received from the 
treasury (Article 204, Civil Account Code, Volume I). The items 
in this register must first be agreed by the Superintendent of the section 
himself with the balances worked out against the several entries in the 
original extract receipt register, and then the latter should bo laid aside 
and future re-paymente recorded only in the clearance register. Space 
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is provided herein, for record of re-payments for two more years, and any 
outstanding balances after that will, m the ordinary course, be credited 
to Government. 

1. This return should be Bcrutinised la detail by a Qaiotted Officer, and a half- 
inargin memorandum should be prepared, rrherein should be noticed every item 
whose receipt, or long retention, is in any way remarkable. This memorandum 
should be sent to the Treasury Officer, in order that hs may give his eaplauition and 
returu the paper in original for further consideration, action and record. 

2. An Intelligent supervision of the work of hts section by the Superintendent is 
the cluef security for its efficiency, and ono important method of exercising this 
61 pervision is the examination of the clearance registers and statements of lapses 
That this examination may be complete, it is oecessaty that it should be earned out 
before the registers and statements are made over to the deposit checkers The 
balances to be earned forward into the clearance registers and statements of lapses 
should be first worked out in the receipt and clearance registers m use by the clerks 
cont trued, and then compared by the Superintendent with the new clearance regis- 
ters aiul st-atements of lapses received. The result of this examination will furnish 
the Superiatendent with a good indication of the character of the work of lus 

section 


Proof of Posting 

No. 87. le 

Page 163, Artich 259— 

Suftsfifuie the words "detail hook** for tho words "consolidated absde 
tract" In lines 11, U and 15 of thw Article. i 

[Audit Code, Vol. 1, Ist Edn (2nd Rep ). No 87, deted the Ist June 1936.] “ 

With the total ot the re-payment rfgKfer oi the district for the month, 
and ticked o£E by the deposit checker m token of the agreement The 
suraination of the red ink district totals will give the provincial total 
of re-payments during the month, and it should be compared with the 
charge in the e ^ j i v i ohd a tcd abr t raLt and marked " Agreed " by the 
Superintendent, Book Department. The postings on the receipt side 
of the proof-sheet made liom the receipt registers should be similarly 
totalled and the provincial total for each month agreed with the o a n' ie li 
<la* e d ft b r .t r fta t . After the close of the year the necessary entries in the last 
live columns of the proof-sheet should be made and the closing balances 
thus worked out should be agreed with the opening balances of the new 
clearance register. 

h'oT£. — At Teasf S per cen< of the fofaJs of fie re-paymcflfj poxCe<i in fie receipt 
and clearance registers should be recast by some one other than the deposit checker 
who criginally m.ide them It would be well too for the Supenateadent himself 
orcasionally to examine the totals m this way. 

Statement of Lapses 

360. On receipt of a statement of lapses, the Superintendent must 
effect an agreement in detail between the amounts reported for credit 
by local officers and the balances worked out in tlic original extract re- 
ceipt registers or in the clearance registers to which the balances were 
transferred. Tlie balances lapsing must be entered in these registers 
as well 03 in the proof-sheet in the column headed “ Lapsed and credited 
to Government,” and the statement being verified by the Superintendent 
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^vlU then be nsed for the preparation of the neces^inry transfer entry 
crcdUni" the amount to Government. The paiticuJars of tiic entry should 
be noted upon tlic statement. 

3 The of the Appeltotc Bninrh of the (^teuita Uigli Court Jo not lapse 

tvil l.\r yeara havo txiiiTcd 

C See Rule 2 to Article 35S 

Refund of Lapses. 

3G1 When application is made for refund of n lapsed deposit, a note 
of it should be inniic n^amst the entry of the deposit in the statement of 
lapses, which has already been tested by the method prescribed in Article 
300 The officer \\)io higns the order for refund siioidd aUo initial the 
entry of refund order m the stat-menl of lapses The fact of payment 
should be noted in the number bo(*k of the orders, Form 30, under the 
initials of the Superintendent m tin* pre\eribed column 

Notl 1 — tn tho ra^e of repayments of deposits winch are made after the original 
District Rogislcis of Receipts liarc been destrojeil (vide Koto to Artktc 207, Ciril 
Aeeoant Code, Volume It tUo audit of the refund will be confined to seeing that a 
lapsed deposit of the p.iTttcul.iT amount m iiuestioo ts netunU/ outstanding 3o tlio 
Btnti'Tiieut of lapses, tho vpnfie.ition of tho ilumants' title lo tho refund be»»p kft 
to the authority uho sipis the application for refund la Cirtl Account Coda rona 
No 30 

Note 8— In case of lapsed deposits paid without pro-audit by tho Accountant 
General, under orders of Proancial Corcniments, with tho conturreneo of tho Audi* 
tor C-ici'eriit, a note of the refund should be made ngainst lUo entry of the 
deposit m the statement of lapses It should also be seen that the item wns really 
tectired, was c.\rncd to credit ns lapsed and drawn b-r n person who might Lare 
drawm it any time before the lapse 

Plus and Msntti Memorandum 

S63. Tho deposit checker must be careful to see that the receipts, 
re-payments and balances arc correctly brought forward in the plus and 
minus memorandum attached to the deposit accounts, and specially that 
any lapsed items arc correctly written off. He should also sec that the 
closing balance for March agrees with that of the proof-sheet. 

Personal Deposits. 

363. The audit of re-payments in the case of personal deposits is con- 
fined to seeing that there are proper vouchers in support of the amount 
repaid, and that the re-payments do not exceed the balance at credit of 
the particular account. 

864 When Civil or other Courts bank with the treasuiy, themselves 
submitting the detailed accounts of deposits, the auditor, besides audit- 
ing these detailed accounts, must agree the totals of the receipts and 
payments with the figures reported from the treasury. 

365 and 366. Deleted. 

I>epoaits of Local Funds. 

367. The receipts and payments at treasuries on account of Iiocal 
Funds ha^’ing banking accounts with Government are reported by Trea- 
sury Officers in plus and irttnus memoranda — see Article 525 of the Civil 
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Account Code, Volume II. The entries in these memoranda should be 
checked by tlie district auditor, special attention being paid to balances 
so as to guard against any fund overdrawing its account ; see Aiticle 
220-A of Civil Account Code, Volume I. Overdrawals should always he 
brought to the notice of Government. 

368. The memoranda should then be posted in broadsheets, one for 
each Local Ledger Head under Deposits of Local Funds ”, in form 30-A 

The total figures for receipts and payments for the whole province as 
shown in the respective broad^eets should then be agreed monthly witli 
the Detail Book. 

369. If the local Government has ruled that expenditure incurred 
in the Public Works Department on the execution of works on behalf of 
a Local Fund should be cb.argcd to the “Deposits of Local Funds,” 
Hide paragraphs 467 to 471 of the Public Works Account Code, or if 
receipts in connection wnlh Local Fund works are realised by PuLbe 
Works Officers, such charges and receipts should also be taken into 
account in working out the balances of the Deposits of Local Funds, suit- 
able alterations being made in the forms of pins and minus meiuomnda 
and of broadsheets. The net additions to or deductions from the balances 
of each Fund on account of expenditure and receipts referred to above 
should be intimated to the Treasury Officer for correcting bis memoranda 
and also to the administrators of the Fund 

1, ATrBJigciDPnts thould in ndditSon be made for comn)un5e.atinf» to the nclmjni* 
itmtoTS of Xoeal Funds the details of the transaetions In tlic Fubhe Works Depart* 
oicut sihen suoh trsnsactious inercasc or decrease the balances under *' Deposits of 
L.ical Fuads.” 
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387 

388 

389 

390 

391 

392 


370. The check on issue and payment of Supply Bills and of Transfer 
Receipts will be carried out on precisely *he same plan, and accordingly 
the word “ bills ” in the following instructions includes both “ Supply 
Bills ” and “ Transfer Receipts, ’’—only the documents and registers for 
Supply Bills must alwaj^ be kept distinct from those for Transfer Re- 
ceipts. Articles 372 to 385 are worded as if they apply to local bills, but 
the procedure m the case of foreign bills follows the same coui’se, with 
the exception of the differences explained in Articles 386 to 393 

371. It must be remembered that the check required is not merely 
the mechanical one, which sees that all issues are duly brought to ac- 
count, but includes the further one of seeing that each is covered by due 
authority The issue lists should, therefore, be reviewed by a Gazetted 
Officer or Superintendent, those of weral districts being taken each 
month, and explanations of improper issues should at once be called for. 
It is not right in all cases to accept without question the allegation that 
a transfer receipt was granted for public purposes 

371-A Remittance Transfer Receipts issued by Military Account"^ 
Officers and paid at Civil Treasuries will bereteined by the Givi 
Accountant General for audit and note under 

^rticle 53. Account Code) The CivilArCCou^nt Qe/eral should take 
\^re to check carefully the paid^Beafiuauflei'^&l^r-^ceipts with the 
^0 ' ' Treasury schedules before,-.t3fe latterA to the Military 

Accounts Officers The,.jpe^^iisibility|jmr sempff-^hether the Remit- 
tance Transfer Reo^apts have been iiKued iW^cordance with the condi- 
tions and limit^ii^ns prescribed therefor wjH devolve on the Military Test 
Audit Staff. 

Bill Checker. 

372 The system of local bills check is not the same in all provinces, 
hut it will generally be found convenient to entrust the final check, 
namely, that of each payment against the corresponding issue, to one 
clerk, the Bill Checker. 




167 


CiiAr. 16.] 


BILL AUDIT. 


[373-379 


Issuo Usta. 

373. On receipt, wth the ensU account, of the list of bills drawn on 
treasuries within the province, the district auditor will cheek the totals 
and agree them with the entries m the cash account, and after review 
will make over the lists to the bill checker who will paste them in files 
so arranged that three months’ issue lists of one district for either class 
of bills ivill be kept together in order. The district auditor will initial 
each issue list, and the answering entries in the cash account in certi- 
fication of their agreement, and the bill checker must not accept the issue 
list without such initials. 

Paid Lists. 

374. Similarly, it will be the duty of the district auditor to make 
over each biHs-paid schedule, after he has cheeked it in detail with the 
vouchers, proved its total, and agreed it with tiie entry in the list of pay- 
ments, ami initialled it and the list of payments in token of such agree- 
ment. The paid vouchers will be kept with the vouchers of the paying 
district m bundles or m a file, hut arranged m the order m which they 
were received from the district, uhich wdl be the order of payment and 
of voucher number 

Posting of Payments. 

875 The bill checker uUl take up the schedules of paid bills along 
with the quarterly files of issue lists, aud in the latter post the amount 
of each payment m the column provided for the month of payment, 
observing whether m each ca.se the amount paid esactjy-t^tiies with the 
amount of the bill issued. 

376 The payments in the months 

Will he posted ’ ‘'nd those 

daring the f issue in 

~ ^ ' ' hne will 

.... ut that month 
-..liC of a subsequent month 
..j. Uie payments of each month will 
„ lOot of each column and initialled by the bill 

..It the close of a quarter the issues of the previous quarter 

--uing. unpaid will he listed on paper, foolscap size (Form 31). to 
be called “ Old Bills List ” ; and the bill checker will initial each item 
in tlie issue lists as lie transfers it to the old bills list in token of the 
amount having been transferred. 

378 At foot of the payment colnmns on the right-hand p.ige of the 
form, tlie total payments of each month (there will be very few) will he 
separately f,hown and initialled by the bill checker. 

379. After all the p.armcnts have been noted in the sevcrnl 1^’* 
lists of the months in which they were drawn anil m the old bills hst.% 
the total of the amounts so noted in the isme lists for each month and 
L4Aaf) “ 
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the old bills lists must be entered in a monthly Agreement Sheet, Form 32. 

The grand total payments ot the month should correspond ■with the total 
charge m the detad-books, and the total payments for each district can 
then be posted into the broadsheet mentioned in Article 381. 

Check of Posting. 

380 Before the unpaid bills are transferred to the old bills list they 
will be earned into the balance column of the issue list, and the totjd 
of the balances, plus the payments, will be agreed with the total of tlie 
issue list The total of the .amounts transferred to the old bills list 
will be agreed with the total of the amounts in this balance column. 

381. The monthly district totals of payments on account of each 
year shown in the Agreement Sheet, as also the monthly receipts from 
the issue lists, will be posted into a Broadsheet of Local Bills, Form 33. 

382 The monthly provincial totals at the end of the broailshcct will 
be agreed with the Detail Books, the dilTcrcnce^ of each month being 
shown at foot At the close of the year the items making the net differ- 
ence will be clearly stated, and the net difference will be carried fonvard 
to next year’s broadsheet with the balances of each district The Super- 
intendent will satisfy himself that the work has been correctly done, 
and the Superintendent of the Book Department will initial the montldy 
totals m token of their agreement with the Detail Books 

S83 There will be sepaiate files for the issue lists of each quarter, 
which will bo sent to the lecord-rooms as soon as the old bills lists have 
been posted from, and agreed -with, the balances in them The old bills 1 
lists and broadsheet wiU be printed and bound 
Lapsed Bills. 

Credit to Government 

384 The balances left at the end of the third year after the year 
(if I<wue will lapse, and be earned to the credit of Government in tlie 
final account for March If the postings of x>a 3 ‘ments on the issue lists 
and old bills lists have been duly agreed with the ledger entries of pay- 
ments month by month, there should be no possibility of error in taking 
out these balances ; but it will be convenient early in March each year 
to extract from the old bills lists all bills still unpaid, and from this 
statement to collect all drawn on each treasury and to forward lists 
thereof in Form 34 soi as to reach the treasury concerned by the end of 
March, together -with a letter in the following terms : — 

“ The billa detailed in tha aeeoinpaigdnff lists drawn in the year on the 

treasury are still not marked as paid u» the records o£ this office, and if not 
paid before Slst current, 'vnll be carried by the imdersiaiaed to the credit of Govem- 
ricnt Any which may be found unpaid at close of that da.v’s business should there 
fore be marked off as “ Lapsed ” in the check register of bills payable ; their total 
should be deducted from the statement of habibhes of the treasury, and tho accora 
paUTing list filled up and returned The date of payment or cancellation of any- 
bill here wrongly shown as outstandag shonld be entered in the column of n»- 
m.tris, so that bills unmarked will he taken as lapsed Any bills not fiicntioneJ 
in this memorandnm, which from the cheek registers of biUs payable may apptar 
to be outstanding, should be noted at foot Billa wliich have lapsed cannot be paid 
without the sperial sanction of the nndersigiied *' 
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Payment. 

385. When sanction is given to payment of a lapsed bill, it should 
he noted in the extracted statement of outstandings, on which the date 
of payment should also be recorded on receipt of the paid voucher with 
the list of payments. 


Foreign Bills. 

386. With regard to foreign bills, the procedure differs in several 
points which are explained in the following Articles. 

Consolidated Issue Lxst. 

387. After check of the issue lists against the cash accounts, the 
distiict auditors will transfer them to the bill checker, who ^YiIl post 
the details in Iksts lor the several provinces in Form 35, aiTangiiig the 
drawing treasuries in the order of the separate publication entitled 
"lust of Tr'-asiuies and Suh-treasuries m India." The posting should 
be totalled afresh, in order that the district total earned into column 6 
of the forms may be checked by the total given in the district statement. 
The list of foreign bills paid (see next Article) should then be obtaineci 
from the district auditors, and the details of their cancellation ^Ylll be 
posted in red ink at foot of the outgoing lists of bills drawn These pro- 
vincial lists Will then be severally presented to the Book Department tor 
agreement with the credits (and the charges under eaneelled bills) m the 
idctuil-books, and will then be despatched to the Accountant General 
concerned without further dela.v, the due date for transmis-sion being 
the ioth of the «econd following month except in the case of the 
Accountant Genera!, Central Revenues, where it is the 17th of the second 
following month No office copy of the lists need he kept 

1 In the case of entry of a bill ar.iwn on Nowgtinff mthout the addition of 
DandelUhand or Assam or on Jlyderabad without the addition of Dccc.in or Sind, 
the district auditor should at once write to the drawing treasury, xa order to make 
sure tliat the entry has not been made in the wrong form , if a mistake has occurred, 
a mciiioraiidum of correction should at once bo sent to tho Accountant General of 
each proTince, and the error corrected hj entries in the nest list despatched 

Treatment of Cancelled Bills. 

388. If any bill drawn on another Government has been cancelled, 
its amount will be charged in the schedule of foreign bills paid, sub- 
mitted by the re-paymcnt trea^arj* (see Article 387 of the Civil Ac- 
count Code, Volume II), the entiy* being supported by the canCfUcd hill ; 
and the district tiudiior will in rod ink deduct from the total of each pro- 
vince the amount of bills cancelled, so that there may be. for cacli pro- 
vince, a pair ot tignres, — one set representing the payments on canccll.n- 
lion of hills locally drawn on other provinces, and the other those of bills 
drawn by other provinces. 

Correction of Errors. 

389. If a bill drawn on one province ha-s been wrongly entered in 
the list of bills drawn on another, it will he treated in the next Hst sent 
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to tlie province wluob lias been wronjrJy credited just as tbougb it bad 
been caucellod, aud will be entered in the list sent to the province actually 
dra^Q on as a new transaction. 

Check of Payments. 

390. The check of bills paid witb the issue lists receired from other 
Audit offices and ivitii the old bills lists will be conducted in the same 
way as. that of local bills The first duty of the bill checker, on receiv- 
ing a new list of lidls drawn, will be to mark off all the bills reported 
on it as oanoclled. by noting the month ia the proper colanin, but he 
will enter 0-0-0 m the column o£ *' Amount paid ” instead of the amount 
of the bill The monthly proof of posting by comparison with the Detail 
Books will be effected as m the case of local bills, the name of the 
province being entered in the broad&hcet in place of that of the issuing 
treasury. 


"Lapsint/ of DtUs. 

S9i. At the close of each year the old bills lists for the third pre- 
ceding year vill be takcri up, and a list of «H bills still unpaid should 
be picparcd for each treasury drawn upou, in the same way as for local 
bills These will be forwarded to the Treasury Officers coocernsd for 
Torificatiou On the return of those ongin.d statements the amount of 
lapsed bills will te adjusted to credit of “ XXXV. — Miscellaneous ’* and 
debit of " Foreign bills " ; any future payment of such a lapsed bill 
will be charger to Refunds, as in the case of local bills 

Arcojints 

392. The amonnt shown in the consolidated issue lists wUI be 
credited in the Account Current with the province drawn upon under 
head III or IV, €ub-lieads Foreign Supply Bills payable and Foreign 
Rcraiftance Transfer Recejpts payable , and the amount of cancelled bills 
(including bills wrongly entered m the issue list of one province but 
Rub'^equentiy transferred to another province) wiU he charged to the 
head which received the original erroneous credit. The prosunce drawn 
upon will respond by debit or credit to Account Current with the draw- 
ing province by credit or debit to T. Remittances," under the local 
ledger heads, ' Foreign Supply Bills * and ‘ Foreign Remittance 
Transfer Receipts Credit even for a bill wrongly entered will 
he accepted, though the error will be noticed ia the Objection Statement, 
ill order that it may be corrected in. a subsequent account, the debits for 
such corrections being checked with the original credits. 

393, The payments of the bills will be chained direct to the head 
“ Foreign Supply Bills " or ** Porelga Remittance Transfer Receipts ** 
in iho accounts of the province drawn on. 

1. Althciugli the bills of Bereral diairtiM; ptQiriaMs Ituaped to^etlioT, 
wHhout djstinctioii, under “Foreign and “Foreign ReBwttauco 

Transfer Beceipts, '' Ibo foTWs In wMch trewiirioB report their payments should 
aot be changed, as tho separate det^U tb»a girca wiU facilitate finding tho entries. 
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Military Treasure Chest Bills. 

394. On receipt of the issue lists from the dra^ng treasuries, the 
auditor -will credit the amount to Account Current between Civil and 
Military under lick'd I and make over the lists to the bill checker who 
will carry out the check ns in the case of local bills. 

395. The paid lists will be received with the Military Exchange 
Accounts, and the balance of bills outstanding will tberefore be verified 
by the Account Current Branch, and not by the Book Branch ns in the 
case ofvloeal bilif'- 




172 


896-398] 


REMITTANCE AUDIT. 


[CUAP. 17. 


Chapter 17. — Remittance Audit. 

Betaittance Check Register • . 396 I Agreemeat with Detail Books , 399 

Postiag the Register . , . 397 I Eatcy la Accounts .... 401 

Difiereacca ..... 398 ( Smalt Coin Depdta .... 402 

Remittance Check Register. 

396 For the check of local remittances, a register (Form 3G) '.vill 
be maintained, of tvhich the pages should be neatly ruled in blue ink 
before Ihe book is bound Tbe first part of the register will record tlie 
c.asb remittances between treasuries within the province, and theieafter 
separate sheets should be set apart for remittances between treasuries 
and each of the departmental officers (other than Public "Works and 
Forest officers) rendering accounts to the Civil Accountant General, 
tuch as those of the Customs. Opium and other Departments and small 
coin dep6ts For such of these departments in final account with the 
Civil Accountant General as both send cash to Civil Treasuries and 
also draw cash thence to be credited by themselves and accounted for, 
two sheets will be required, one for the debits of Revenue Trea’suries to 
be answered by departmental credits, and the other for departmental 
debits to be met by credits m the treasuries For departnieuts with 
which Accounts Current are exchanged, such sheets will not be necessary. 

l. The check on foreign remittances is effected in tho office of the Contrullor of 
the CuTrency 

2 The procedure for checking PubUc Works and Forest Remittances is described 
in (Jb.ipters 32 and 39, respectirelj 

Posting the Register. 

397 On receipt of a list of payments, as soon as theiyouchers for mis- 
cellaneous iiaymeuts have been checked with it, and before audit com- 
mences, all remittances chafed should be posted in the remittance check 
register by the district auditor concerned ; and, in like manner, on leceipt 
of tbe cash account, the first operation should be to post the acJ^nowledg- 
ments of remittances in the same register against their respecti\e debits. 
In the rare case of a credit preceding a debit, it should be posted against 
the first ''aeaut line of debit, and should be pointed out to the auditor in 
whose account the debit must be looked for, in order that he mny watch 
for it and post the amswering entry m the proper place 

Differences 

398 When the credit does not tally with the debit, the auditor ivho 
posts the credit must bring the difference to the notice of the debiting 
auditor, in order that he may proceed to its adjustment. The unadjusted 
balance will be carried forward, and the adjustment when made must he 
noted in the remittance cheek register. 

Note. — In the case of remittances between treasuries under the audit of the 
Accountants General, Punjab, United PtoTmccs, Bengal, Bihar and Orissa, Central 
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Prounus and Bombay and the OomptroUera, North-West Frontier Province and 
Assam, a list of unadjusted debits and credits is made out and entered m the details 
of renutfances in transit in Form III, which under Article 420 (h) of the Codo of the 
Currency Department, is fonvarded to the Deputy Controller of the Currency for 
^eniication. Any discrepancy in the list of renuttances in transit brou"ht to’ light 
bj the Deputy CentroUer ef the Currency should be teecnciled m coriespcindeiice either 

Page 173, ArlkU 399— 

Subsliluie the following for tho first two lines of this Article : — , 

" As soon as the posting of the Detail Book is commenced, the District 
Auditor should total the 

[Audit CodOi Vol. I, let Edn (2nd Bep.), No 89, dated tho Ist June 1930 ] 

totaK in the Detail Books The unadjusted debits and credits bhotild 
then be carried forward m full detail to the check register of the next 
month, after comparison, in the case of remittances between treasuries, 
•uitU the informatjcn regarding them given in the local (!3ash Balance 
Reports or tvith fho list of local remittances in transit verified by the 
Deputy Controller of the Currency, t’tde Note to Article 398. 

400. If any remittance has remained outstanding for an undue time, 
enciuuy should ut once be instituted 

Entry in Accounts. 

401. Cash remittances from one treasury to another of the seme audit 

circle arc classed as ‘ local cash remittances ' and adjusted under the head 
‘ Cash remittances between treasuries Cash remittances between trea- 
suries in different audit circles are debited and credited to the head 
* Foreign Remittances The Controller of the (Currency watches the 
adjustment of the transactions • ' ’ head ; see 

iR Currency 


"hi he dealt 

' • ■ within the 

turpois, or between depots and treanudes, 
Mioiiict be treated as “ Local Remittances,** and entered as such m the 
check register and in the accounts. 

403 Remittances to or from depots in other provinces should he dealt 
with as “ Foreign Remittances " 
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General Rule . 

Special Charges . 

Cost of Land . 

ALcnation of GoTernment lAnd 
Refunds 

Discount on Stanjps 
Payment of fees 


401 

405 

40G 


Rcouwaland Enf foment fc^sc 
eniment ProiJ^ssory N/lca 
Advances , • , , 

I’cnnanent Advances . 
Dorrowings ... 


. 410.a| 

General Rule, 


aGov. 

4H 
412 
. 417 

. 420 

Avojd- 
. 420-B 


404. Tor some payments falling under this bead there is no prescrib- 
ed rule regarding the record of audit But in every case, eien vUicu the 
audit IS not specially recorded, the auditor must see that he has a suffi- 
cient voucher and tuffieient authority to pass it 
1 S«p it«ma 8 to 13 under Article 135. 


Special Charges 

405. The register prescribed m Article 313 affords the mi^ans of re- 
cording the audit of specially sanctioned charges, wliether reckoned as 
contingent expenditure or not. 

Cost of Land. 

406. Payments for the cost of land token up under declarations 
issued by the varioxts departments of Government, together with such 
expenditure in connection therewith on establishment and contingencies 
as is, under the rules in Article 118 of the Civil Account Code, charge- 
able to the department for which the land is acquired, should be debited 
m the Civil accounts as chaises adjustable by the department concerned. 
If tlie land is acquired for any local fund, the expenditure will ordinarily 
be charged to the fund. 

1 All payments by special oflkers acting as disbursers of another department 
are accounted for direct to the authorities of that department. 

2 111 the case of land acquired for Railway purposes, it should be seen that 
tho capitalised value of the abatement of land revenue when chargeable under the 
“ Revised rules relatmg to the aequisition of land for Railway purposes ” is 
correctly debited to the capital account of the Railway concerned. 

407. Advances drawn by the Collector under paragraph 14 of Ap- 
pendix 7 of the Civil Account Code, Volume I, will be held as “ Advances 
Recoverable ” on the books of the Accountant General till they can be 
adjusted under Article 406 

'' Alienation of Government Land. 

408 On rei’ciiil of the sanctions referred to in Article 231, Civil 
Account Code, Volume I, Audit Officers should satisfy themselves that 
the sanctions accorded the local Government do not involve the 
breach of any one of the canons of financial propriety See also Article 
421. 

L4AGO 
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Eefunds 

409 In the audit oJ charges for refunds, the principal points to bo 
exainmecl nre that they have been made under sufficient authority and 
that they are supported by duly receipted vouchers in proper form (Form 
17, Civil Account Code, Volume 1), containing a certificate of note of the 
refund against the original credit in the Departmental accounts and the 
Treasury or Suh*treasury Officer’s aiguature in proof of credit into the 
treasury whether singly or in a lump sum 

In cases where full details of the revenue under the bead arc gi'’®^ 
in the treasury accounts or other document*? as rendered to the Audit 
office, a note should be made against the item of receipt in the original 
accounts i eceived from the treasury, so as to prevent a double claim j but 
in cases where the credit is shown jn the treasury accounts in a lump 
sum, as in the case of Land Revenue, Excise, Taxes on Income, etc., no 
note need be made against the aggregate credits. 

1. Fqt TcfuB^s fiaw, Hv* not* should ho oiado «i the statcBient et fjics hi 
those Avdil ofa<cs inhere it is still received from tho Court (Sen Artielo 35 of 
Cml Account Codo, Volume 1 ) 

2. ItefunAs of the valuo of epoUt stamps are cbeched asainst entnes of correspond- 
tss receipt in the phs and minus memoraodutD. No check cos, bo^TeTer, bo cxe^ 
eised u^Ci tho refuud of stamps dut^ nllou-e-l b> Cinl Courts. 

3 Refunds of the value of uoclauncd currency notes credited to QoTcrniuent 
Bitty be nnde on a certidcato from tbo Currency Office, shonrlug the date on which 
tho fJiiount was credited to Goremaent, aod staling that it is payable to the 
claimant ; but in every case tho order for refund requires the sanction of the Ac- 
countant General. \Vhcnever any sums are ordered to be paid into the treasory 
on licconnt of nnclaiacd currency notes, the deputy Controller of tho Currency 
will liiroish A list giving particulars of tbo notes of which the nmounls nro com- 
posed, and the credit when it appears m the treasury account should bo noted at 
foot of the statement 'When any refund is sanetlosed, it should be noted against 
the eorrespondmg entry in the credit list. 

4. Kefunds of Income-ta* are mad© under the rules in AppeadU 8 to the Civil 
Account Code, Volume I 

5. In the case of refunds of Customs rcTenno it is the duty of tho officer in charge 
of local audit to see— 

(J) that the refunds are sanctioned by eompctcut authority and are In 
accordance with tbo pronsions of tho Sea Customs Act j 

(2) that proper entries have been tnad© in respect of refunds and draw-hacks 

on the origmal documents of receipts on which they hive been allowed, 
eg., bills of entry, shipping bilh, register of miscellaneous receipts, 
etc.; 

t,3) that they are otherwise in order 

Vi'lien refund tcuchcra flccompanving the Iwt of payments of ttuj eustotna 
treasury are received in the Audit Office, it shoall be seen— 

(1) that the payment order is eotreet, 

(S) that, anthmetic.altr, the voucher is in order, nnd 

(3) that it I'oara a legal qnitt.-nee nnd is stamped, If neecssary. 

Discount on Stamps. 

410. The procedure in fiufliting dUootmt on slatnpa varies. In ‘i-'ine 
provinces Ihe (h'-eourt i*? entcKKl in a echcilnle against c-ach item of 5--Ie, 
and n receipt is ‘•igned by the vendor on or apart from the pchctlulc, the 
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application of Ibe proper rate of discount being usually certified by the 
Treasury Officer In others, a bill for the discount, in an abstract form, 
is sent to the Accountant General through the competent authority vrhose 
countersignature is the Accountant General’s authority for admitting the 
charge. 


Payment of fees. 


410-A. When a moiety of fce^ realised by Government is payable 
to Government servants, a eertifieatp should be obtained from the drawing 
officer on each bill m which the claim is preferred that fees on which the 
claim IS made have actually been realised and credited to Go\ei'iiment 
(Hie month and the amount of credit m the accounts being specified) and 
♦hat no claim in respect of the same item of receipts has been drawn pre- 
09^176, Article 411— " - - - . 


Ddei, ttfa Article l0£etl,er mlh its beedW 
CAc^it Cod., Vo,, r, Edc. (2ea 3,^ 

Prtee anna t or H<i. 


September JP35.7 


means of Kemittance iransier Weceipis oy ync *»vvwu^i.— c «r,t. 

monthly bills supported by trea/ury couponsAn Form 27 of the Govern* 
ment Securities ^lanual, submwted to them my the Banlc. The payments 
shoald be simultaneously notiw against thy corresponding credits in the 
treusuty accounts so as to prevent a doiwlc claim 

XoTi. — RenMval fees for -Sams belen Rs As may be remitted to tha PubJie 
Debt OCues, Caleutta, Bombay and Madras by postal money order 


Advances 


412 Miscellaneous advances after audit are recorded in the objection 
book The record of revenue advances, in form 86'A which will be checked 
with reference to the appropriation for each officer authorised to make 
them, will be regulated with reference to the rules regarding them 
Payments on account of sanctioned loans are recorded in the Subsidiary 
Loan Registers referred to in the Account Code. 

1 Advances for law sluts slionld be fimllr charged against the depirtmcnt 
concerned, .although held as items awaiting elearanc*- la the objection hooks for 
want of payees’ receipts,' etc Refunds of amounts remaining unspent out of these 
advaiKes should be matched and amounts refunded should be dealt with ns cash 
recoveries of service payments The Audit office ui not required to v-nt"h that 
rerovene'' that may bo eventu.ally due from the parties conoorned are actually elTected 
and credited to Government 


413. Dieted 

414 Before authorising payment of a bill for drawing an advance 
for building or purchasing a house as required by Article 142, Civil 
Account Code, it should be seen that the certificate pre=:cribed in Note 4 
under Article 155 (c) VII, or that in Note 3 under Article 155 (h), Civil 
Account Code, Volume I, as the case may be, has been supplied 

Advances recoverable in a lat^e number of instalments and 
their recoveries will be recorded in Form 39-B, and the recoveries treat- 
ed as laid down in Article 435 Form 39-C should be used for wa ehinv 
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the recoveries of rtlvances for house-building and for motor cai* and otlier 
Conveyances. 

The pajments and recoveries shown in. these Broadsheets (Forms 39-B 
and 39-C) shoulcl be reconciled monthly with the figures shown m the 
Detail Boohs, any discrepancies between the two sets of figuies being 
noted on scparale pages, which should be set apart at the end of the 
Broadsheets, with a view to watching their eventual adjustraect. The 
fact that this nnnthly verification has been made should be recorded on 
the Broadsheet itself month by month 

415. In order to check the grant, in contravention of Rule JV to 
Article 155 (o), Civil Account Code, Volume I, of a second house-building 
advance for one and the same house, an alpliabetical Index of tlie names 
of Government servants to whom such advances have been granted slioiild 
be inaintuined in the following form • — 



HOVSR rOA WHICH AOVAKCB IS 
Qraktcd 


Kane ot Govemment I 

servant 

Town 

Detoilod AddreM, if any 

Year of payment. 


One Index Register should continue for 10 account years, after which a 
frc. 5 h register should be opened. In auditing a bill for housp-bnililing 
advance, it should be ascertained by a reference to this index tliat the 
officer to whom the advance has been granted has not previously received 
a similar nrtvaiK-e for the same house. 

416. Payments made to persons proceeding to a Pasteur Institute 
will be audited and adjusted in accordance with the rules referred to in 
tho Is'oto to Article 159 (h). Civil Account Code, Volums I. The 
cliargcs in lespccl of the forward journey should be adjusted bj Uie 
Account ant General of the province from which the patient proceeds for 
treatment, being debited to the Local Fund concerned or to general 
revenues, as the case may be. The charges during treatment and in 
respect of the return journey should be similarly dealt with by the 
Accountant General of the province in which the Institute is situated, 
all debits relating to another province being passed on to the Accountant 
General of the province concerned. Travelling allowance for the forward 
journey may be passed in andit on the Director’s certificate of treat- 
ment. Travelling allowance for the return journey and maintenance 
charges should be supported by the documents prescribed by the rules. 
The head of neoount for payments, other than recoverable adi'anccs, 
debitable to general re\enue,s ps ‘ 47 — Miscellaneous — ^Miscollaneous 
charges for the treatment of patients at the Pasteur Institute.’ 

Norr 1.— .Var recoscriM nf oTePtmii'iH to be eg«te<l in eon*e'l"''n'‘e • 
Oororninent servant havinc I'oon bIIowM trtveliwc nllsn-ince In exfo’^ of tint to 
xtliifh lie was entitle'! wnll !’« ma*le by the Aef<*«ntatit Oeneral of lh« v* 
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Kotl 2 — Tho local GoTcrnment by spceul rulo proscribe m wbat eases tbf 
charges aic to bo borno by general rcrebuca or by a Local Fund. 

4iG-A. Recoveries on account of passage advances made under the 
rules in Appecdis S-B, Civil Account Code, Volume I, 8th edition, tc 
Go\ eminent servants m foreign service ^'ill be vratched by the Audit 
OjT'ccr responsible for watching the recovery of contributions for leave 
and pcnsjiiu If this officer happens to be different from the Audit 
Officoi who has to certify that funds are available prior to the advance 
being sanctioned, the latter .should pass the advance through his pschauge 
accounts to the former who will bring it on to his Objection Book. 

Permanent Advances. 

417 Permanent advances sliould be recorded in a register in Form 
37, intended to last for four years. The register should be a standing 
list of al! sanctioned permanent advances by names of offices, a senarato 
page or pages being set apart for the offices in each district. As personal 
respousilulity can be enforced by the receipts of the actual meumbents 
vtliuli are on the file, the names of the holders of advances need not be 
entered in the register The advances should be consecutively numbered 
ami thi. acknowledgments should be marked with comsponding iinmbera 
aud lllea in proper order. On receipt of a new acJcnowledgment it should 
be numbered with the register number of the advance ond filed in the 
place of the old acknowledgment winch should be torn out of the file 
A charge report containing an acknowledgment of permanent advances 
should not however be destroyed ; it should bo preserved for the period 
prescribed by the Accountant General. 

418 If the amount of any advance be increased or reduced in the 
course of the year, the amount in the column for the current year should 
be altered in red ink on the appearance of the credit or debit for the 
diiTerence m the treasury account The total for the column will be 
corrected at the end of the year If new advances are sanctioned, they 
should be entered at the bottom of the district list in the order of the 
charges appearing. The monthly credits and debits iir forms 37-A and 
37-B respectively should be compared with the Detail Book figures through 
the broadsheet, which will, after completion, be submitted every month to 
the Gazetted Officer m charge At the end of the year a single total for 
the old, corrected and new advances will be made, the aggregate of which 
for all the districts worked out in the broadsheet at the end of the register 
will agree with the closing ledger balance of the year 

419. The amounts of the advances as standing on 31st March should 
be entered afresh in the money column for tlie nest year and a total made 
for Ist April 

419-A. Sanctions to permanent advances accorded by the Heads of 
departments are audited to see — 

(1) that the officer sanctioning the advance is a recognised Head 

of a department, or Commissioner of a Division ; 

(2) that there is no .specific order of Government withholding from 

him the power to sanction permanent advances ; 
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f3) that the advance is intended not for his o\vn office, but for a 
subordinate office ; 

(4) that the amount sanctioned does not exceed the limit rerom* 
mended by the Accounts Office or fixed by the local GoV' 
ernment cither for an office or for the sanctioning autho- 
rity ; and 

^5) that these advances are not multiplied lumecessanly. 

Borrowings. 

420. The Accountant General should see that the proceeds of aU 
advances received by the local Government from the Provincial Loans 
Fund and of all loans raised under the Local Government (Borrowing) 
Kulcs are correctly applied For this purpose Pro forma accounts should 
be maintained. In this connection see Article 148. 

420-A. The rules governing the administration of the Provincial 
Loans Fund are laid down in Appendix 6-A to this Code. As a complete 
account of the Fund will be maintained m the books of the Accountant 
General, Central Revenues, all transactions of the Fund which occur 
in the provinces should be passed on to that officer through the Exchange 
Accounts. 

SCoTZ.— Pies abould bo eliminated from the transactioss of the Prorineuil Loans 
Pund. Bee clause 2 of Article 10-A, CitiI Account Code, Volume I. 

Apprepriation for Redaction or Avoidance of Debt. 

420-B The Accountant General should see that the Appropriations to 
Sinkiug Funds are in accordance witli the undertakings given by Oov- 
ernmont fnd set forth in the prospectus of the loans and that the pay- 
ments are eventually utilised for the purpose for which the funds them- 
selves 'vere created 

The responsibility for the proper audit of transactions connected 
with the Debt Kedemption scheme of the Government of India devolves 
upon the iiccountant General, Central Revenues, who should sec that the 
conditions of the scheme are scrupulously observed. He should see that 
the aniuia] debits ag.aiDst Revenue under the Scheme arc c-ilcul.itcd 
strictly in accordance with the programme approved by the Secretary of 
State and that account is taken of any additional provision that may 
be nulhnrtsed by executive orders or by tbe Indian Finance Act. Ho 
should fil«o see that the sums credited to the Deposit head ‘ Appropria- 
tion foi Reduction or Avoidance of Debt ’ are applied to the ohJccLH for 
which the money has been set aside and that the liquidation of debt is 
proceeding at the rate and on the lines prescribed. 
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Chapter 19. — Audit of Receipts. 


General Duty of Accountant General . 

Departmental RcTenue 

Stamps and Opium 

Match Banderols 

Sanitary Engineera’ Fees 

Fines ... 


421 

423 

421 

425-A 

42C 

427 


Contributions to^rardi Leave Salary 
and Pension ofGovemment serv- 
ante lent to Foreign Service 

itisccUanoous .... 
Special Recoveries . 


42S 

433 


434 


General Duty of Accountant General 

421 The Audit Department wiU audit receipts to the extent to which 
tlie Auditor General is required by the Governor General in Council to 
undertake this duty. An Accountant General will, however, supply the 
local Government with any coromenls on the progres-j of the revenue 
coJlcctions which it may re^juire Lists showing the accounts of receipts, 
of le^enue and of stores and stock in the pos'-e^sion of an officer or a 
Department of Government the audit of uhich Ims, under Kule 12 of 
the Auditor General’s Rules, been entrusted b.v tlie Governor General in 
Council to the Audit Department should be maiiitaiiietl in each Audit 
office and reviewed and corrected periodicall.v. In addition to the items 
fchown in those lists, the Audit Department has also been entrusted by the 
Governor General m Council with the audit of sanctions relating to the 
grant of land and alienation of laud revenue. 

The submission of the returns mentioned in Article 29-A of the Civil 
Account Code, Volume I, reg.irdmg remissions of, and abandonments of 
elaiijib to, revenue, does not in itself connote any extension of the powers 
of the Audit Department for the audit of receipts The Accountant 
General will not audit the exercise of the power of sanctioning writes-off 
by \arious authorities as indicated in the returns without a specific order 
uiider Rule 12 of the Auditor General’s Rules 

ICoTZ.-— The audit of the receipts of the Customs Hou'c. Karachi is catrusted to 
the Audit Officer, Lloyd Barrage and Canals Construction 

422- As regards certain classes of receipts specified below, special 
instructions are given, but it is a general rule that no debt^ due to Gov- 
ernment should be left outstanding on the books without due and sufficient 
rea‘.(in The Audit office should exercise constant and watchful care over 
such outstandings, suggest to the departmental authorities any feasible 
means for their recovery, and, at least once a year, fully review thorn all. 
Wlienever any appears to be irrecoverable, orders for its adjustment should 
be demanded But, unless permitted by any rule in an authorised Code, 
no sums may bo credited to Government by debit to any su'ipen.se bead ; 
credit mu-st follow, and not precede, actual realisation 

Departmental Revenue 

423. In the ca'^e of departmental revenue, the Accountant General 
should report to the revenue controlling authorities, by the 10 th of the 
second following month, the amounts received and brought to account. 
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to enable those authorities to compare the amounts with the departmeatal 
returns of demands and realisation. It is not the duty of the Aecountant 
General to enter into correspondence for the purpose of settbng differences 
eave as expressly provided in the rules of this chapter. 

1. The- procedufo la respect of irrigation and navigaticin revenue collected in the 
C.nl Department is etated m paragraph 252 of the Public Works Account Code 

Stamps and Opium. 

424. The realisations by sale of stamps and of excise opium .sre 
reported to tlie revenue authority concerned for comparison under the 
last rule ; hut, besides this, the value of stock is reported with the treasury 
accounts in a plus and tntmts memorandum Of this the opening balance 
should always he compared with the last month’s closing balance. Of the 
additions to stock, a periodical return is received from the Controller of 
Stamps, or other revenue authority, and these must he traced into the plus 
aud Mitmis memoranda The deductions from stock must he accounted for 
either by an entry in the cash account of the value receiied, or by credit 
acknowledged by some other officer to whom remittance has been made, 
or by sufScient authority for the write-off. 

1. In tticsf nud all other eases in whieh it Is prescribeil that agreement shduld 
be eftected between different documents, the auditor who makes the agreement sliouW 
note the fact of the agreemeut upon one or both documents. It is not sufUcient 
merely to tick the entrv. 

■ ■ No. 105. Ul 

Page 181, Article 425, Rule 1— 

Substitute the words “ Controller of Stamps ” for the word ** Controller "Jj 
in line 1 of this rule. p., 

[Audit Code, Vol. 1, 1st Eds. (2nd Bop ), No. 106, dated tbs Ist June 1036.] ^ 

2 Copies of ncknowledgments grantea by the omeer autnonsea, unner nue ifi 
of AppenMx 0 to the Cml Account Code, to recciw and dispose of uaservici'anlc non- 
postal stamps refurnod by the depSts, arc also fornarded by that officer t.i the 
AccoiinUnt Genoral concerned. 

3. In the case of transfers between two depots situated in different proimces 
a fopj of the nvoico is furnished by the supplying depot direct to tho Accountant 
General or the province in which the dcpCt receiving the supplv is sitaatcil. A copy of 
the acknowledgment is furnished by the receiving depot through itg Accountant General 
to the Accountant General of the provinec in which the depot making tho issue 5? 
situated _ 

Ko. 148. 

Page 182, Article 425, JJtilc 5— 

,, In Uno 4 of this Rule, for the word “ three ” eub^fifufe *' five 

• [Audit Code, Volume I, let EdiUon (2iod Beprini), No. 148, dated the let December 
-'1937.1 

p(«s ond mlniM momorandum of anetber depdt. if stamps were i!>neil to another 
depot in the same province, or with the entries in the copies of neknowlcdgmcnts men. 
tioned above. 

5 The verifications are noted upon the documents mentioned in R'lli-s 1 to 3 
above 

G. Under Rule ‘L Appendix 9 ti> the Civil Aecount Code. Ui« Accountant Otneral 
also receives half yearly from the officcr-m-eharge of each local depfit a rertiCc-ate 
shewing the balance bv' actual count on the last d.ay of September and March of each 
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of the three Oescriptions of bt.mps in cash local depot. TJ>b nraount afiowji in the 
cprtif.taiea should bo ujjrccd wiUi the corresponding balances shown la the pfjj aad 
i7ij«iis iuemoraoda for those montba after they haro been chccied under Eiila -1 above. 


Xrlhtcli Banderols. 

d25'A Tho mstructiona prescribed m Article 425 relating to the 
procedure for exeramation and aodit o£ tbe account of stamps at local 
depots applies ntitfotts niKtandw in connection with match banderols. 


Sanitary Engineers’ Fees. 

426. Hecoveries of fees for services rendered by Sanitary Engineers 
to miinicipahtiea and others are brought to account under the following 
rules — 

{(t) The Sanitary Eagiocer should send copies of all bills he may present to 
cmniopabties and others for fees duo on irorLs earned oat to tho 
A(conDtant Oencral, who sbouIJ record tho amoitnt of oath bJh bi a suit- 
able register opened for Ih® purpose- 

(ft) MuowjpaUlics and others from wbotn foes are duo will pay tbwn Into tho 
treasury, and thus tUe receipts will be brought to account direct on tho 
books of tlio Accountant General 

Ko. 00. 


tPrtjc I.S2, .-iflifh 

•’ llejviTtiuvnt 

^ (Amlit \''t t 


\bnr.u‘t "/yr - D.'trtil Buck " in thUtylc- 

l,t c-'y'l H'-i' '■ 


Pines. 

427. The rules for the check of receipts on account of fines are stated 
in Article 35, Ci'il Acc-orrat Code, Valume I. 

Contributions towards Lcavc-Salary and Pension of Qoverameut 
servants lent to Foreign Service 

428 A register of Qoveniraent servants rrho-jc contributions, wherever 
recfiTored, arc adjustable in the local books under Article 192. should be 
kept m Form 38 to enable a check to be maintained over the recovery of 
the contributions TJiis register should be ported on receipt of the orders 
of competent authority *,anctionmg the transfer, and the cntrie.s sliould be 
csamined as to their correctness and inUiallcd by the Gazetted Ofijcer in 
charge A certificate o£ the date of making over charge and of receiving 
charge of the new post, and, in the case of a ministerial servant, the 
sen’icG book should be called for On receipt of the certificates the fact 
should be recorded m the register, and the number assigned in the 
register to the Government servant should be posted in the first column 
of the broadsheet fForm 39, vide Article 429). All orders subsequently 
recoivotl regarding a GoTcmment servant on foreign semee should be 
recorded in the register, as well as all orders issued by the Accountant 
General for recovery of interest or of contributions in arrear, alsf’ the 
cause of the contribution ceasing to be realised owing cither to rfi-transicr, 
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death, dismissal, or any other cause In case of re-transfer, the service 
book should be called for and the fact noted 

1. In tho case of Government seirants who aro already in foreign service of the 
first or the second kind under the rules m force prior to Ist January 1922, tho 
repstcr in the old CStiI Account Cwlc (7th Edition), Form 121, should still be 
used. 


2 For foreign service of the third kind under the old rules in force prior to 
2nd August 101?, see Article 435. 

3. In the ease of a non-gazetted Government servant transferred to foreign 
service, the Superintendent should further have tho fact of tho transfer distinctly 
noted in the last Annual Dook of Katablishment 

429. A broadsheet should be maintained m Form 39, separately for 
contributions creditable to (1) the Provincial Government and (2) the 
Central Government All contributions shotvn m the cash accounts, which 
arc creditable to these Governments, as well as contributions creditable 
to the Provincial Government uhicb are shown in inward cxchango 
accounts, should be posted into the broadsheet, and the total of the broad* 
sheet should be reconciled with the Detail Book Thus completed, the 
broadsheet should be submitted to the Gazetted Officer m charge 

430 In posting the second money column of the broadsheet, the 
monthly rate at commencement of the year should bo entered, and sub- 
sequent alterations should be entered Mow, with the date from which 
each rate takes effect The posting of the tliird money column, viz., 
" Total due.” should not be made until the close of the year. 

431. The Accountant General is respomsiblo for seeing that all con- 
tributions due as per Form 39 tiro paid on due dates, that Government 
servants in foreign service arc given prompt intimation when their con- 
tributions fall into arrear and that they are informed of the penalties to 
which they become liable owing to non-payment 

432. Deleted. 


432 -A. If a Government servant in foreign service in India is gran 
cd leave otlierwi.se than in accordance with the rules applicable to o 
service of which he is a member, the Audit Officer shall, on t ® m- 
commg to his notice, require the leave so granted to be comniu c ‘O 
leave for which the Government servant is eligible under ru e, a c 
upon him to refund any leave salary in excess of the amount a missi 

432-B. If a GovErnment servant is transtetreil to forci^ SEiyicc out 
of Intlia, the Audit OfScer coueoruea will bo '■«r"n!.b io for oh a,um 
from him, at the time of traustcr, a declaration shoivmg that he has rea 
and understood the rules which are to regulate his Icav . 


. Miscellaneous. 


433. Of recoverable over-payments, anu oi ^ 

to Government, a sufficient rceo^ Tfe^istcr is kept (see Account 

and revenue advances, n suhsuliap' Doan i> Kcm 


and revenue advances, n suhsitliary nayablc both on 

Code), which gives full information of the amounts pay. 
account of interest and of principal. ^ 

UAGO 
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Special Recoveries. 

434 For special and Important recoveries a combined register and 
broadsheet should be kept in Form 40 by each departmental Auditor. In 
it arc to be entered all amounts to be received and recovered by the 
Accountant General which do not find a place in the Objection Books or 
in some other prescribed register, and which, not being recoveries of 
amounts chained to special heads of “ advances/' vriil not come under 
review in the Annual Balance Sheet Such are treaty dues, and contri- 
butions from municipalities, Indian States, etc., and other recoveries 
arising from special orders. 

435 In the case of recoveries made (») under Rule 127 of the 
Fundamental Rules (and subsidiary Rules framed thereunder), or under 
Article 783 of the Civil Service Regulations, (xi) under Article 802 of 
the Cml Senace Regulations, and (i«) on account of establishments 
in ioreign service of the third kind under the Foreign Service Rules in 
force prior to 2nd August 1913, where the rates may be subject to 
frcQueiit changes, the Accountant Genera! may, if the combined fona 
U considered unsuitable, allow, at Ins discretion, the use of tlie separate 
register and broadsheet in Forms 41 and 39-A, respectively. The parti- 
culars of such recoveries should be entered m Fonn 4], a separate number 
iieing assigned to each recovery The recoveries actually mode should- 
bo posied monthly into the broadsheet in Form 39-A The register and 
the broadsheet should be mamtained m the manner described in Articles 
428 to 430 

The register and broadsheet should be kept according to the different 
classes of recoveries, there being a separate page an the register and a 
separate broadsheet for each head of account to which recoveries are 
credited 

438. The combinea register and broadsheet prescribed in Article 434 
and the broadsheet prescribed in Article 433 eho^d be submitted monthly 
to the Gaaetted Officer in charge for scrutiny. 
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Chapter 20. — Service and other Funds. 

Indian CjTil Setvice Provideat Fund . 437 

Indian Civil Service Family Peaaion 

Regulation 

Superior Services (India) Family Pen- 
sion Fund . . . 442-A 

Military and llsdical Funds— 

Btcoviry of SvbiCTipUons . 4i3 

Paymsnt of Pensions , . . 443 

Indian llditaiy Service Family Pen- 
sion Regulations . . . 44C 

Indian Military Widows’ and Orphans’ 

Fund . . . 447 

Bengal Uncovonanted Service and 
Bombay Family Pension Fund 
of OoTcmment Servants 418 

Bengal and Madras Service Family 

Pension Fund . 449 


Indian Civil Service Provident Fund 

437. Deductions from the bills o£ members of the Indian Civil Ser- 
vice on account of the Indian Civil Service Provident Fund should be 
credited to “0 — Unfunded Debt — Savings Bank Deposits— -Bank 
Account.” 

1 Tor rules regarding the maintenance of (be accounts of this Fund in India 
see Rul'* 1 to Article 456, 

Indian Civil Service PamilF Pension BeguIatSons 

438 The subscriptions under these rcgutations nre credited to the 
minor head relating to it under ” XXXIII — ^Receipts in aid of Superan- 
nuation, etc ” Each Accountant General sends to the Accountant 

General, Central Revenues, a list in Form No 42 of the subscriptions 

received monthly, with a certificate to the effect that the total agrees with 
the credits m his accounts 

A consolidated list for the year, with similar certificate of agreement 
with the accounts, should also be sent to tbe Accountant General, Central 
Revenues, not later than tbe middle of September of the following year. 
Any discrepancy between the totals as shown in the consolidated certified 
Hst^ and the totals of the monthly certified lists already famished should 
be clearly explained, or else, a ' no discrepancy certificate ’ should be 
furnished 

AVtc The certified list foe Marcb final should bo sent by the end ef Angnrt ml 

the lite«t. Any adjustment eoming to light after elose of the accounts for MsreA 


Ceoeral Family Pension Fand . 
ntoda Family Annuity Pnad and 


I Provident Funds .... 
National Health Insurance Contribu- 


Unoraptoyment Insurance Contribii- 


I XteatDcnt in Exebanga Account 
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fiaal should bo excluded from the aecounta of that }car and incorporated in llio 
account'- of the following year, that is, in the accounts of the financial year then 
current 

439. This list should contain the names of all subscribers ; m le. 
Article 248, Civil Account Code, Volume I. Reasons for non-recovery 
should invariably be stated m the remarks column. If an otlicer is on 
leave, the period of icate granted to him and the date up to which his 
subscription has been or will be recovered m India should be stated. The 
date up to winch subscription has been paid by an officer prior to his 
transfer to another Audit circle and the name of the Audit circle to 
which he has been transferred should also be stated. Particulars relating 
to recoveries for a broken period should always be furnished, 

440. The Accountant General, Central Revenues, is responsible for 
keeping the record of recoveries on account of each subscriber, and seeing 
that correct subscriptions are realised 

441 In Older that claims to adroi-ssion to pension preferred in 
England by the families of subscribers may be expeditiously dealt with, 
the Accountant General, Central Revenues, will scud quarterly to the 
Director of Funds, India Office, two statements — one showing the names 
of subscribers who have died during the quarter, and the other showing 
admissions and casualties during that period. 

442. lie will also send half-yearly to tho Auditor General, for tran'>. 
mission to England, as soon after the closing of his accounts for Septem- 
ber and March (final) as possible, but not later than the first week of 
January and the 30th Nosember of the following year, a statement show- 
ing the receipts and clui^es m India under the Indian Civil Service 
Family Pension Regulations 

Superior Services (India) Family Pension Fund 

442-A. The accounts of the Superior Sersuees (India) Family Pension 
Fund, which came into existence from the 1st September 1928, are 
kept in England in sterling by the Controller of Pension Funds at the 
India Office The Accountant General, Central Revenues, who is the 
Account Officer for the fund m India, is responsible for keeping the 
record of i ecoveries on account of each subscriber and seeing that correct 
Enb-seriptions are realised. Quariorly returns of all admissions to the 
voluntary section of the fund, ns well as changes in existing contracts, 
cessations, etc , are also forwarded by him to the India Office. In the case 
of compulsory subscribers, quarterly returns, similar to those furnished 
in the case of the Indian Civil Service Family Pension Fund, are sent. 
The Accountant General, Central Revenues, also submits to the Accountant 
General, India Office, on the 31st January and th'‘ 31st August, a half- 
yearly statement of account showing the receipts imd charges in India 
of the Fund. 

442-B. The conditions of personal eligibility to subscribe to the fund 
are laid down in Rules 6 and 18 of the Fund Rules, The subscription 
payable is communicated by the Accountant General, Central Revenues, 
to the officers concerned and to the account officers who audit their pay, 
any alteration in the rates being similarly advised. All subscriptions 
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recovered and pensions and gratuiaes paid m India arc passed on to tbe 
Accountant General, Central Revenues, through the escliange accounts. 
A certified list in Form 42-A, shotting in detail the amounts recovered 
from each subscriber, is sent to the Accountant General, Central Revenues, 
by the 25th of the month following that to which the rcco\erics relate, 
in advance of the monthly exchange account, except m the case of the 
civil exchange accounts, where the schedules may accompany the accounts. 
Advance intimations of transfers from the General Provident Fund 
should, in addition, be given to the Accountant General, Central Re%cnuc3, 
by telegraph as soon as the transfers are made. 

442-C. The re.isons for non-recovery of subscription in any case 
shoald invariably be stated in the remarks column of the statement. 
Particulars relating to recoveries for a broken period and reasons for 
them should also he stated. In the event of a subscriber being trans- 
ferred to another audit circle, the designation of the audit officer to whoso 
jurisdiction the subscriber has been transferred and the date up to which 
recovery has h^en made from him prior to his transfer should invariably 
be shown against his name in the remarks column of the certified list. 
Monthly lists should also be furnished to the Accountant General, Central 
Revenues, of officers proceeding on leave out of India, giving particulars 
of leave, the amount of subscription recovered and tlie date up to which 
it has been recovered These lists should be sent by the 10th day of the 
month following that to which they relate. 

442-D. Credits for subscriptions from subscribers wbo ore in foreign 
Bcrvice or for other reasons not in receipt of pay from Indian Revenues 
should he passed on to the Accountant General, Central Revenues, by 
the account officer in whose circle of audit the amounts are collooted. 
■When a subscriber is transferred to another audit circle or proceeds on 
leave, the rate at which subsenption should be recovered together with 
oursranding arrears, if any, should be noted on his last pay or leave salary 
certificate 

442-E The credits and debits are transferred to the Accountant 
General, India Office, through the remittance account of the Accountant 
General, Central Rev-enues, at the close of each year. The interest on 
the mean of the balances as they stood at the beginning and cud of each 
half-year is calculated and adjusted by the India Office in England The 
annual accounts of the fund arc prepared by the India Office as soon as 
possible after the close of the j'car. For this purpose the Accountant 
Gentr.al, Central Revenues, sends a telegraphic ndviee of the total leocipts 
and disbur'JCinonts in Indi.s for o.neh finaiici.nl year cq an to reach the Iniha 
Office not later than the 7th of August of the following year. All Account 
officers should take steps to ensure that all transactions of a year up to 
and including March, are included in their account current with the 
Accountant General, Central Besenues, for the month of JIarch, any 
transactions mining to notice hater being communicated to the Accountant 
General, Central Revenues, in a separate schedule so ns to reach him by 
the ICtli July nt the latest. 
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Mflitary and Medical Funds 
Receipts. 

443. Any receipt on account of the (abolished) Military Orphan and 
Medical Funds will be adjusted in the boohs of the Civil Accounts Officers 
concerned under “ X2XIII — Receipts in aid of Superannuation, etc.'’ 

444 Deleted. 


Payment of Pensions. 

445. Pensions and certain other miscellaneous charges payable out 
of these Funds will also be dually charged under “ 45. — Superannuation 
Allowances and Pensions ” in tho accounts of the province where paid, 
care being taken to see that the vouchers h.ave been audited by the Con- 
troller of Military Accounts or to have them so audited. 

1 Thus, tho transactions of these absorbed funds aro audited by an officer in tha 
Military Accounts Department, and adjustments of any short or excess recovery wiU 
be made under his instructions, but it is not necessary to cumber tbo Military 
Attounta with any transactions which do not originate therein. Any amounts 
objected to by tho Controller of Mihta^ Account* should be held under objection 
in the Civil Department until the objection is satisf)^. 

Indian Military Service Family Pension Regulations. 

440 Under these regulations, deductions and donations according to 
rank must be recovered from subscribers at the rates fixed in the Military 
Resolution published on page 473 of the Gazette of India for 1881, and 
in clause 44 of India Army Circulars of 1891 , credit will be given in the 
Exchange Account with the Controller of Army Factory Accounts, and 
a statement (Form 46) forwarded with the Exchange Account detailing 
the payments of each subscriber 

1 Donations will be entered m the eamc column as subscriptions, but separately 

2 In the case of Military Officers in civil employ, tho Controller of Army Fac- 
tory Aoeounts will communicate to the Civil Accountant General the correct amounts 
of sulwcnptions pa>able, and keep that officer informed of any alteration in tho same. 
The Ciril Audit Officer will cheek the correctness of deductions made. If, how- 
ever, any subscriber questions the correctness of a claim he should simply be referred 
by the Aroountint General to the Controller of Army Factory Accounts, and requested 
to address anv further reference to that officer. 

On the 20th of each month the following statements should be fur. 
nished to the Controller of Army Factory Accounts, Calcutta : — 

{il Statements in S Y. Form 193-A, showing particulars of leave 
taken by military officers in civil employ who are subscribers 
to the fund and the amount of subscriptions recovered from 
each of them before they proceed on leave out of India. 

Ci't) Statements in S T. Form 193-B, showing particulars of sub- 
scriptions recovered from such officers after their return to 
duty from leave out of India 
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iidian Military Widows^ and Orphans' Fund 


447. The procedure prescribed xu Article 446 for the recovery and 
adjustment of subscriptions and donations, etc., under the “ Indian 
htilitary Service Famiiy Pension Regulations ", as well as for the sub- 
mission of the monthly statements in S. Y Forms 163-A and 193.B, should 
be adopted as far as possible m the case of the " Indian Military Widow.s' 
and Orphans’ Fund," the headings of Form 46, forwarded with the 
KNchange Account, being altered to suit the requirements of the latter 
Fund. 

ifiUnirtion.— To prevent errors of onusaton, misclassification and nuspoitmg and 
to cjisiire the correct preparation of the statementa in Form 46, mentjcm^J in 
Articloa 446 and 447, Oie following procedure should be followed m all account 
ofi'icea — 

The Account Current Section shonld, m consultation with the Gatettcd Audit 
Department and tho CbntroUer of Anny Factory Accounts, icep in alphabetic^ 
ortfer, an up to date Ust of Uic names of otAcers uboso subscriptions to tho particular 
fund should be passed on isonthty. That section should natch, with reference to 
this list, that the subscriptions are rcgobrly passed os, aad that, where there is nay 
csissiOQ, ua explanation ts ohtaiacd Tbo monthly «tateaeat (Form 4b') sbouid be 
entefuUy verified with this list before it n despatched. 


Bengal Uncovenanted Service and Bombay Family Pension Fund of 
Government Servants. 

448 For makiug proper deductions on account of these funds, the 
subscriber alone is responsible ; tbe Accountant General will simply pass 
on to the Secretary of the Fund a detailed list of the sums received from 
each subscriber, showing m separate columns the sums received, respec- 
tively, for family pension, for deferred annuities, and for insurance } the 
grand total of this list will agree with the total credited on this account 
to Bengal or Bombay, as the ca&e may be In the case of the Bomhiiy 
Fund, the subscriptions should be shown in two columns in the certified 
list, namely, for “Widow’s Branch" and "Life Insurance Branch," 
and the totals of the two columns should be separately credited in tha 
Exchange Accounts with Bombay 

I. The Secretary to tho Fund will fumuh tho Auditor General (or the Accounlant 
General, Bombay, for the Bombay Fund) with an annual Btatccneat explainiog all cash 
receipts of tbe Fund at Govcnjincnt ireasuncs during the year. 

Should the subscriber pay a larger contribution than the rules of hia 
service require, the Secretary to the Fund will, no doubt, advise him ; 
but neither the Accountant General nor the Treasury Officer is concerned 
in the matter 

Bengal and Madras Service Family Pension Fund. 

449. SnhscriptioTi.s under this Pnnd nre credited in t1n» hooks of 
the Accountant General. Bengal, to th** hesd " Bcn'r.sl and M.adras 
Service Family Pension Fnnd " under “ Beposits of Service Fnnds— 
Bengal and any siibseriptions realised in other provinces shnnlJ be 
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passed on to tho Accountant General, Bengal, through the Exchange 
Accounts. Each Accountant General should send to the Aecountaut 
General, Bengal, a list in Form 47 of the subscriptions realised monthly 
with a certificate to the effect that the total agrees with the credit in his 
Exchange Accounts. 

General Family Pension Fund. 

450. Subscriptions to the General Family Pension Fund are paj'ahle 
in cash or, at the option of the subscriber, by deduction from pay or pen- 
eion bills (See Article 237 of the Civil Account Code, Volume 
I). When deductions are made they must be dealt with on pre- 
cisely the same principle as recoveries for the uncovenanted Ser- 
vice Fund Everywhere, except in Madras, the vouchers will 
be charged net, unless they appertain to payments from district Local 
Funds, and the adjustment made by the Accountant General, who will 
forward to the Fund Secretary a list of the amounts so deducted, showing 
them as received on the first day of the month of pajTnent The lists of 
subscriptions received m cosh at the- several treasuries may be forwarded 
m original . no copy need be kept m the Audit office, as in the rare case 
of miscarriage in transit details can be obtained from the treasury register. 

] la tlie oertified lists, on jccount of tlio General Family Pension Fuml, the 
aubscTipticns roccivecl ui cash, and those reahsed bv deduction from pay bills, 
ihould be Bliown separately, while no dato need be entered against the latter 

C Tic rule in Article 451 which requires a declaration to be obtamecl from an 
intending subscriber applies also to the General Family Pension Fund. 

Hindu Family Annuity Fund and Bengal Christian Family Pension 
Fund 

451. On receiving from the Directors of cither of these Funda a 
certified copy of the letter of application of an intending subscriber, the 
Accountant General, after seeing that it contains a declaration in tho 
following terms, will authorise the Treasury Officer named to receive such 
contributions as tlie subscriber may tender in cash or by deduction from 
pay or pension, if he be a Government seiwant or a Government pensioner 
and prefer to pay his subscriptions by the latter method : — 

“ In accord.anee with the condition upon which the GoTernraent of India allows 
certain facilities to the Fund, I have to record tlmt I am fully auarc that tho Gov* 
eminont evcrciscs no supervision over the management of the Fund, and is in no way 
respni’sil.lc for its solvency ” 

1 See Articles 2t7, 239 and 254 of the Civil Account Code, Volume I 

452. The amounts tendered by subscribers are accepted without check 
or examination, and credited to the Exchange Account with the Account- 
ant General, Beng.!!, and a certified list is forwarded to the Secretary 
showing in Separate money columns amounts received in cash and amounts 
received by deduction. 

Postal Insurance and life Annuity Fund. 

453 Premia and subscriptions may be paid either in cash or by 
deduction from pay or pension bills, but all cash receipts take place at 
the Post only, and not at the treasuries. Civil Audit Officers have 
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accordingly only to deal with the deductions from pay or pension bills, 
fliese deductions arc to be credited to the Exchange Account between 
Civil and Posts and Telegraphs and detailed lists of these credits in 
Form 48 furnished to the Deputy Accountant Genera^ Posts and Tele- 
graphs, Calcutta, on the loth of second month after that to which the 
recoveries relate, the date prescribed for the submission of the “ Fund 
Subscription Lists.” No payments on account of this Fund may be made 
at Civil treasuries. 

E’jceplion, — Under special arrangemcnls existing m Madras, the deductions on 
sccoont of Postal Life Insurance premia from tho pay bills of estoblisliments .m- 
ployed in certain commercial ondeitaluiips of GoTerninent whoso accounts are 
maintaiacd on a commercial system, are made at the time of disbursement, and 
c.asli for the total amount recovered 13 remitted to tho treasury Such deductions 
wiU be tri-atcd m tho same m inner as if they had been made by short drawal in 
the bills cuLashed at the treasury 

Note. — In the case of the office of the Accountant General, Central Iteveaues, 
the due date for the submission of the detailed list mentioned above has been fixed 
as the 20 th. instead of the 10th of the second month 

provident Funds 


4S4 Deleted 

455. For the Funds named below, a separate accoimt is kept in each 
Audit office m respect of subscribers withjn its Audit circle • 
General Provident Fund 
Forest Officers’ Provident Fund 
I’oliee Officers’ Provident Fund 
Civil Engineers' Provident Fund 
Other Miscellaneous Provident Funds. 

A subscrijitiou realised from a member in an Audit circle different from 
that he serves in should be passed on in the Exchange Account to the 
latter. 

456 The accounts rules relating to the Forest Officers’ Provident 
Fund arc stated m Anncsurc A to this chapter. The procedure Jind 
forms jircscribed therein should be followed ns far ns possible in respect 
of all Provident Funds, tbc Accountant General, Central IlevcniKS, 
being treated a.** the Local Accounts Officer in the case of all-India fnnds 
named in Article 454 

1 This rule f.pplips vith efTect from 1st April 1910 to the Indi'in Civil Scrvico 
Provulent Pitud also, .s sopiTHte *i«*cpnnt of ivhieh will be muintaini'd in each 
Audit ctTiee Annmtv dednefion# i>a«le prior to this date were not funde*! for 
the benefit of subscribers 

456-A TVlicn amounts arc drawn from a Provident Fund for payment 
of premiums on Insurance Policies and the premium receipts of the f’om* 
panv received by the Accounts Officer for scrutiny, the Accounts Officer 
should mabe an endorsement on tho reeeipts in the following words ” No 
•batement of Indian Income-tax is admissible with a view to safeguard- 
ing Oovernmcnt from double exemption from Tnroine-tav ' 
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National Health Insurance Contributions. ■' 

457. The procedure to be observed for the adjustment of these con- 
tributions is laid down in Articles 255 to 258 of the Civil Account Code, 
Volume I. 


Unemployment Insurance Contributions. 

458. The face value in sterling of the Unemployment Insurance 
Stamps sold in India to Masters of Vessels, vide Article 259 of the Civil 
Account Code, Volume I, should be credited to His I^Iajcbty’s Imperial 
Government through the Outward London Account Current with the 
Secreiary of State. 

Widows’, Orphans’ and Old Age Pensions Contributions. 

458-A. The procedure to be observed for the adjustment of these 
contnlnitious is laid down in Articles 259-A to 25y-D of the Civil 
Account Code, Volume I. 

Madras Military Assistant Surgeons’ Fund 

459 The recoveries on account of this Fund are made by deduction 
from pay biPs, and credits arc intimated to the Secretary of the Fund by 
means of monthly certified lists. Credits in provinces other than Madras 
are passed on to the Accountant General, Madras, through the Exchange 
Account. 


Treatment in Exchange Account 

460. The eyedit, in an Exchange Account, of a fund subscription, 
must always quote the certified list in -n-hieh the subscription is shown, 
thus, — vifZe certified list of (Audit Officer) for (month). This is specially 
necessary ^^heIl one Audit Officer passes on to another items included 
in the } 2 St ol a third oSce of accovot The certified which due 
for transmission to the authorities concerned by the 10th of the second 
following month, should also show in what month’s account the recovery 
was credited. 

Corret tions consequent on erroneous excess credits should be m.ade by 
a deduction from the receipt side of the account instead of by a distinct 
debit on the charge side. *1716 Accountant General should, in the 
month m which the rectification is effected, make a distinct note of the 
fact, giving full particulars, in the Exchange Account as to the month 
and the amount of the excess credit 
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ANNEXURB A. 

[Kefcrrcil to in Article 456.] 

Accounts procedure relating to the Forest Officers’ Provident Fund. 

A I. Each Provincial Accountant General is rcf^ponsible for the 
proper admission o! depositors, the correct realization of subscriptions, 
the audit, payment, and refund of withdrawals. 

The recovery of temporary withdrawals wdl be watched through the 
register of temporary withdrawals and their recoveries (G. P P. No. 7) 

II. In tfao case of subscribers on Foreign Service, the Audit Officers 
who receive Iheir contributions are responsible for tbe duties above 
mentioned Cash remittances from officers on Foreign Service will be 
received by these Audit Officers, who, if they are not the Audit Officers, 
will pass them on to the latter through Exchange Accounts to be 
accounted for by them. 

B. The Fund account of each subscriber will be kept by the Account- 
ant General who audits the pay of the subscriber. 

0. The transactions of the Forest Officers’ Provident Fund in each 
circle ot audit will he brought finally to account on the Government 
books in the Audit office of that circle all sums received from depositors 
being credited and all sums withdrawn debited under the head “ Forest 
Officers’ Provident Fund 

D. When a subscriber is transferred from one Audit circle to 
another, his account will also be transferred, the necessary transfer being 
made in the Government Accounts, and a copy of the ledger account or 
the officer concerned will be forwarded to the Audit oihcc m which the 
officer’s account will be maintained after his transfer. With this 
account will also be communicated any sum withdrawn under Rule VI 
of the Fund Rules which remains to be recovered 

Note — A cioiints of Bubs.'nbere who .ire likclv to revert to their old province 
within II rear need not b*- tnnsferr.-d to thoir new Audit Offieera oa tr.insfer. 

E. There will he a monthly agreement between the depositors’ 
ledger accounts and the total receipt and charge m the detail books. The 
ram oi tbe closing balances of the depositws’ ledger neevomts ■must also 
be agreed annually with the balance at credit of the Forest Officers’ 
Provident Fund or the Government ledger These agreements will he 
made by means of a broadsheet in Form 49, which should be submitted 
monthly to the Gazetted Officer in charge 

F. The account of each depositor will be kept in a ledger m Form 
No 50. each account receiving n distinct consecutive number. A depo- 
sitor’s number will not be altered, unices he is transferred to another 
Audit circle (vide Rule G), nor will the number of any closed account 
be given to n new depositor 

Q. The amount of interest to be added to the balance of the Fund 
will be cnlciilatcd each year in the Audit office, and chorscil to ” 20. — 
Interest on other Obligations — Savings Bank Gcposits~rntcrcst on 
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Chapter 21. — Departmental Abstracts. 


Departmental Classified Abstract — 


Form ..... i6J 
Proeedvrun posting . 465 

Examination «... 473‘A 
Filing cf vouchers . . . 474 


Departmental Consolidated Abstract— 

Form and method of posting , 474-A 

Review 474-0 

Transfer^Entries . . . 474>D 


Form of Departmental Classified Abstract. 

461 Particulars of a year’s account transactions relating to each 
department, or major head of account not relating to any particular 
department other than tran-mctions brought to account m ihe Depart- 
mental Cash Accounts of Public Works, Forest and some other ofiices 
(see Chapter 25), arc collected for the whole circle of audit from month 
to month in a Departmental Classified Abstract. 

1. Rule 1 below ArtK^lo 180 of tho Account Code applies here also muiatu 
mutaiidie 

462. Dach departmental classified abstract to trhich has been 
a.ssigncd the number 51*A is composed of seven parts 

On the Beceipt side 

fl) Ddatl of Revenue. — A vertical column is provided, m the pre- 
scribed order, for each detailed head opened under the major and minor 
heads lelating to the abstract (sec Article 179), and a number of columns 
m their proper places for the total receipts of a treasury, etc., uuder each 
minor head. In the abstracts of small departments there will he columns 
for major head totals also In the ca'sc of big departments, an abstract 
of minor head totals may be prepared in the same form at the end and 
the major head totals worked out there Horizontally, a line is provided 
in the abstract for each treasury, then a line for all receipts transferred 
from exchange accounts and abstracts of other departments through sus- 
pense slips, and finally a line for the transfers adjusted through the Com- 
bined Transfer Ledger and Abstract. In their proper places, lines are 
provided for totals of the treasury transactions and fur grand totals. 

(21 Dcitiil of deht cad rcmitlance receipts hrought fo account through 
the dcparttnentnl absfraefs— This will he in the same form M part (1) 
of the abstract. 

(3) Detail of rfcovcrics from payment vouchers, tcith separate ap- 
pendices for detail rf suh^ctiptions to each service or other fund. 

On the Disbursement side 

(4) Detail of expenditure. — The arrangement will bi similar to that 
of parts (1) and (2) respectively. 
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(o; Dctnif of debt and remtttance disbursements brought to account 
through the departmental abstracts. — The arrangement will be similar to 
that of parts (1) and (2) respectively 

(6) A proof sheet for the Receipt side, showing month by month 
(i) tot^ Itevecuo ; (it) total debt and remittance receipts ; (t») total of 
(i) and ui) j (su) total amount of the detailed head concerned under the 
suspense head “ Departmental Adjusting Account *’ ; (v) total under the 
minor head “ Eefund ” j (rj) total of (ni), (ly) and (t?) j (««) total 
deductions from pajunent voucher^, (.vin) net adjustments through the 
Combined Transtcr Ledger and Abstract and (ix), the sum of {vO 
minus (vii) plus (or mintis) (rm). which should agree with the aggre- 
gate of the eertiiied totals of the trcasuiy' schedules of leceipts and of 
the suspense slips representing items transferred from otlier sections. 
(Sec aUo ’he note below the first t.ub-paragraph of Article TDS-A. the 
pioeedure piescnbed in which may also apply here ) 

(7j A proof sheet for the patjment side eimilar to that for re'’eipts- 

Note— O nf Depirtiucatal CtiWiifid Ab^trnct sLoulil, ordscar}!)', be majntamed 
for each department or mujor bcaU of aroount but eoc rule 1 (a) to Article S13 A 
and the aote theieui4ei 


Procedure in Posting 

463 The departmental auditor, when he has completed the audit of 
the vouchers, of either schedule of payments, with which lie himself 
deals, should recover from the Gazetted Audit Departments^ all the Mils 
and vouehcM whicli were transferred to b ii i tt . ’ j^iiun for audit, see that 
they have been audited, comparing them again with the schedule, 
ascertain that none are oussing and arrange them in order af major 
and minor heads He should then proceed to post the Deparimcntal 
Classified Abstract 


Note. — This procedure tv> 1J be ei-Uablr «o<lifird by tlie Aecoun^Aot General ia 
tbe caeo of those vouchers the aodit of which pcrinsssible o'* Vorporation xo 
the Deportmeatal Abstract \ 

464. The amount of payments relatm** 
the head “ Refunds ” with the n*’“ 
thereto, should tc entered in p 
ly for each schedule, and 
earned into the ‘ 
total paymenj-^-' 


treasurv 











(head except 
1 pertaining 
B) separate- 
\v each head 
to enter the 
fetter of the 
yoss amount*' 
'and not U 
Aiount of t 

Y hut see ^4 


given a guide letter or *■ 
-.iseeutive series all the detailed 
ad of an abstract If preferred, » 
■a head. 
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465. Deductions she^vll on payment vouchers should at the same 
time be recorded in part (3) of the abstract and its appendices m the 
detail for •which the form provides In the appendices the recoveries 
from caeli vouchei- will be recorded, and only the total rceoveiics in each 
treasury -will be catried into the body of part (3). 

1 ilecovenes vhich are crcditabto to any of the detailed beads, to which the 
payments on a voucher re.ate, should not be treated as deductions for the purpose 
of this article ; but see Article 791. 

2. l)eductinn<i shewn in paj mrnt voueheta on account of subscriptions to the 
General Provident Vund and the Postal Jusurunce Fund should be recorded m 
separate appendices in forms 51-C and 51 D, respectively From these appen- 
dices. the totals relating to each disti’ct should be brought into the Deduction 
Register. The appendices should then be passed on to the Fund and Account 
Current sections respectively, with a certificalo to the effect that the totals agree 
with the credits in the Jepiirtineutal absti »ct The appendix relating to the General 
Provident Fund dodut linns, supported by the fund schedule in form General 
Provident Fund S, may, however, be sent to the Fund Section in two parts , tho 
portion reL'iting to the first schedule of payments being sent with a certificate of 
agreement after the compilation of the vouchers of that schedule, and that relating 
to the second schcdul-*, into which the total deduclioos of the first part also should 
be brought in ordei to ariive at the montuly total, after completiou of the 
departmental accounts 

Note 1. — The deductions on account of the sterling and rupee branches of 
Prondest Funds should be posted and aceouoted for separately. 

Note 2 —A eimilar procedure may be adopted is the case of dsduetions os 
secoiint of the Indian MiMa-y Service Family Penaion Hegulations and tho Indias 
Military Widows’ and Orphans' Fund 

466. When all the vouchers of cither schedule of payments bate 
been posted in the compilation book, the column sliowmg 'he total 
under each detailed head should be summed up, and, if tlic vorkmg is 
correct, the total should agree with the total of the schedule of puy* 
ments after (o) deducting from the former the aggreg.ite anionnl sliewn 
as deduction front vouchers for credit to Service funds, etc., and (6) 
adding to tho result the amount of payments ou account of refunds of 
revenue 

Note-— lu the case of accounts which can conveniently be proved vvith the 
total payments of tho uiontbs as entered in the sevoml schedule (Article 279 of the 
Civil \i count Code, Voiupte TI), on account of the small siEe of the depirtraent or 
the bciiall size of the district or for any aimilar reason, the proving of postings in the 
compilation book for each schedule may be forgone at the discretion of the 
Accountant General. 

467. When the entries against a treasury m the compilaticm book 
have been nosted and proved, the payments for the month at the 
treasury under encli detailed head except “ Refunds” (M'e article 464) 
should be brought together in the compilation boi>!c for the first 
schedule The iiioiilbly total under each head should then be posted 
: ... ' 

’ope 107, Article 467— 

Inmt tho following as rule 1 holow this Articlo : — 

” 1. See iilsoNotc below Article 406”. 

[Audit Code. Vol. I. 1st Edn (SnU Rep.). No 92. dated the lit Juno 193B.]hi ^be 

•uiiics iittve oven maae coTreSUyTtbe total of both the parts against 


nts as 
ted in 
il Ad* 

Dieted 
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each treasury’ v^ill o'^ree with the difference between the amount of (o) 
rfcoverics from puyniont louehers for credit to Service funds, etc., and 
(b) pajmeuts at the treasury on account of refunds of revenue as posted 
in Pait (1). 

469. "When the schedule of receipts of a treasury has been examined 
as to correctness of form and method of entry, the :jeccs''ary notes of 
classificdtiou should be made m the remarks coluam. Tlie amouuts 
shown m the schedule should then be entered against the treasury con- 
cerned cn the leocjpt side of the abstract'?, those rchatiug to the 
appendices under part (3) being posted therein and the rest m parts 
(1} find (2). The total amount of payments appearing in the two 
payment schedules of the treasury on account of refunds or revenue 
should be rccoidod at the same tune m the relevant columis* of part (1). 
The total receipts as shown in the receipt schedule should then be 
posted as a iuirks entry under the suspense head “ Departmental Ad- 
juitmg Account ’* of the department m part (2) 

470 When the payment vouchers of both schedules of payments, as 
woU us the schedule of receipts from a treasury, havu been abstracted, 
the recoveries and receipts shown m jiart t3) should be transferred to 
parts (i) and '2>. the totals relating to each head bung alone posted 
against it 

471 After the postings m parts (1) and (2) have been completed 
in the abino muniior for each treasury, the detailed items should be 
cast up ncrosi the pagfs to the total cohimn and, if ibe tmtries liave 
been made correctly, th«* total against each treasury should be 0 ( 5 U.d to 
the difference between the amount of refunds posted irwn the payment 
schedule'? and the emDunt of recoveries from the payment vouchers 
posted in part (31 

472. After the gr.and total of the transactions m all treasuric.s under 
each head has been made in parts (1), (2), (4) arid (5), it will be 
necessary to post all adjustments made through departmental abstracts, 
so that the departmeutai abstract will include monthly nil transactions, 
of whatever nature, connected with receipts and payments of the 
depaitnwiTit These v.vli be posted from the Compilation Book in the 
case of suspense slips, end from the Transfer Ledger and Abstract of 
the department ; additions or deductions, as the case may be, being made 
under the various heads concerned, 

473. 77ie final stage in the completion of the ah.str.af:t is the pre- 
paration of the proof sheets in parts (6) and (7) as prescribed in Ariicle 
462 (6) and (7). 

Examination of Departmental Classified Abstracts. 

473-A On completion, the Departmental Classified Abstract, accora- 
panted by the schedules of receipts and payments, vouchers and all 
supporting documents, rhonld be made over to the Superintendent of tUo 
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Section, whi) should caretully check the classification of receipts and ex- 
penditure before submitting it to the Gazetted Officer in charge. After 
it is passed by the latter, the Classified Abstract should be utilised as 
the basis of the Consolidated Abstract. 

1. For the porpoae ot this article it will be atifGeieiit if the classification entered 
on the Touchers which the Superintendent And the Gazetted Officer cheek as part of 
their concutrent review is checked by them as part of that review 

2. The Superintendent and the Gazetted Officer should see that the vouchers 
reviewed bj them in respect of elassifieation (slc Rule 1 to Articlo 209) have been 
correctly posted in the Classified Abstract. lu the case of those voucliers tho audit 
of which IS permissible vfter compiljtion of the accounts this check may bo exercised 
at the time the vouLhers are reviewed The postinj^ of Gazetted Audit vouchers 
aliQuld bt. checked to the extent of the review done jn the Gazetted Audit Ilepart- 
ment and ttie postinjjs of the pre-audit voucliers should be checked to the extent of 
tho review prescribed for post-audit vouchers rcceivc'l with the treasury schedules. 

473-B. The due date for closing the Departracntnl Classified 
Abstract is the 14t]i of the month following that to which the accounts 
relate. 


Filing of Vouchers. 

474. Aficr the Departmental Classified Abstracts have been posted 
and the audit of touihcrs and post review, if any, eompieted, the 
vouchers should be filed, a separate file being mamta'ucd for all classes 
of vouchers which have the same period prescribed for their retention 
(see article 95), so that there may be no difficulty m destroying thoin 
after the prescribed time Within each file, the vouchon appertaining 
to each District (or other) schedule should be kept together, and the 
vouchers relating to a schedule should be arranged by minor and sub-heads 
and units of appropriation 


Departmental Consolidated Abstract — Form and method of posting. 

474-A. (ti) The next process is the preparation, in Account Code 

No. 93. -t- 

Page J99, Article 474-A — ^ 

Delete the words “ (see Article 192 of tho Account Code) ” occurring injp 
hnos 6 and C of this Article 

[Audit Code, Vol I, lat Edn (Snd Hep.). No 83, dated tho lit Juno I93fi ] ly 

_ !d 

to be conducted. Progressive totals for each sub-head of n grant or 
primary unit of iippropnation and for each major head should alwaj's 
be filled in, but in other cases progressive totals mar he filled in at the 
end of the year or vhenever they ore necessary to supply depar’menlal 
rcquisitiniLs, to facilitate watch over actuals or for any other purpose. 
Unnecessary totalling should he avoided whenever possible. 
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(h) E\cry head of account^ under the re%’cnue and sendee head 
concerned, for nliich a c^iumu is provided m the Deoartmental CU'^si- 
fied Abitr.ict I'sec AitJcIe 402) must appear in the J>«i).artn)cnial Con- 
solulated Abstract also, and against it must be entered the total of the 
ujontl;’': entries .is there recorded 

N^o-re. — The rule in Article 19? of the teioant Code applies hero also tnuiaUi 
xnvia'i'h': 

474'B, The totals of the receipts and payments will then he checked 
with the corresponding totals in the Departmental Classified Abstract 
and. when agreed, the Consolidated Abstract will be sent to the IJook 
Section Similarly, after the preparation of March Final accounts. 
tlu‘ (’fnV'Olidutod Abstract should be sent to the Book Section for tho 
actio., irr’icatcd in Article 202 of the Account Code. 

i No SPp'iTate coosotidtiied alistrut nvtd lie prepared for the transactions 
brou.:lvt to actount in thr clissifi.*.! «!)*(tra<-t of treasury payments of the Public 
Worha I'.p >Tt“iiei.t Tlesc trin«a<t.(vns ♦hontd b« incorpor.itrd jii the general con- 
sol dited a'lstncr of the Public Worl* trai-s.<etiooe fare Article 502), which may 
bo rn'iiutn’iied eifhei in the Tmsi'rv D.*partnicnt bcction or la the Worts Audit 
Oepartneot leeording to loca’ c-iiivcniencc. 


Beview of Consolidated Abstract. 

474-0 The Superintendent should scrutinise the Contolidatod 
Abstract intelligently once a month and see whether the figui;es uiidor 
any head are «o f In.orinaliy high or low as compared with those of the 
previous months as to raise a doubt whether there has been miselassifi- 
cahion or jinsro.«ting. If any doubt is aroused, be should larry out 
the necessary scrutiny with reference to the details of the doubtful item 
ami should satisfy Luri'-elf as to the correctness of tlic figuro. The 
results of tliis review should be reported monthly to the Oazeftctl Officer 
iu charge on o date to be prescribed by the Accountart Ueneral. 

Transfer Entries, 

474-D. Corrections and adjustracuts within a departmental account 
should be effected by means of transfer entries m accordance with the 
jirOL-cdurp laid down in Cb.iptcr 11 of the Account Code. If an item 
in a fiM.nsfer entry has to be taken to a head in another Departmental 
account, it should be classified in the transfer entry as pertaining to the 
suspense head “ Dejiartmental Adjusting Account ” relating to the 
other depai'tiDPDt. The transfer entry with the necess-iry suspense slip 
should then be s<>nt, for acceptance and return, to the Rupevinteudent 
of the'seefion which maintains the Detail Book or Departmental ...Vbstract 
in whiclt the fr.iiisfern’d item will be finally adjusted under the proper 
head. When received back with the acceptance, the trnisfcr entry will 
be posted in the Combined Transfer Ledger and Abstract, in Account 
Code, Form 33. 

474-E The section to which a transfer entry is sent with a sns- 
penso slip for acceptance will retain the suspense slip and deal with it 
in tlie manner dr-scribed in Article 203-Au 
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Chapter 22. — Presidency Pajnnents. 


Pro-audit System .... 475 

Gccoral Procedure .... 477 

Audit 478 

Payments by Cheque . . . 481 

Payments w Cash .... 4S2 i 

Closing for the Day , . 485 i 


Schedule of Cheques Paid . , 488 

Outstanding Cheques . • . 489 

Accountant GeuTal's Check ItegUter 400 
Rules governing the procedure to be 
followed in the payment of claims 
presented for pro-audit in an Audit 
OfBce . . . ._AnnexureA. 


Pie-andit System. 

475. (Jloims upon Government, payable at PresidcBcy towns and 
Piwincial capitals, are for the most part submitted to the locdl Audit 
office for pre-audit, and are paid under the rules m Annesure A oithor 
in cash or by an order upon the l o ca l - Ixad tflloa t i r luaiJCli of 4h '» 

Bank c>f -liuLa. See Rule 1 to the Article 9 of the Civil Account 
Code, Volume I 

Notc— In the cate of payments to non otUcials either on behalf of Govern* 
ment or nnv local authoritv on account of fees, commissiou. bonus, rcuiuiuriilion 
nr rew.vrd of nny kind, necemry intimation, lojj.dher with the aildrcssos of the 
payees, should, at the time of netnal payn-eot. be sent to the Income-tax UOicer 
cunceined if the anuunt of e-ich pavi-ieut is not Icsh than Its S50. 

476. The rules in this and the next two cliapterj apply in llicir 
entirety only to the Audit offices at Calcutta, Bombay and JIadras ; 
tile system of pre-audit for other Provincial capitals will, luntetcr, 
follow the same procedure, as far as circumstances permit, option having 
been spocinlly allowed in regard to the method of preparm? and proving 
the abstract of pre-audit paynnents. The instructions in Hhiiptcr 2d lUJiy 
be followed in their entirety, or the postings may be made and ]U'Cvcd nt 
longer inten^ls, jirovided that they are not done loss frequently il iui 
is done in the case of a Departmental Classified Absir.iet, viz, twice a 
nronth 


General Procedure. 

477. The Pre-audit Pay Department is responsible for rpc'diMi/, 
and for making payment of, claims of all Ciril Departments in flu* 
sidcncy town, and of similar claims of the Public Works Dcpartni* <ii .n 
respect of other than works expenditure. 

On receipt of a claim it should be sent to the ‘lection Mlii.'li i 
the payment of similar claims made at treasuries, and tlx: payc.i ii' > . i . 
be made after the claim is audited and passed by that sectimi 

1. (a) In nio*'l oflicca, the arraii;;c*ncnt is that, In cxchBnre ^ , 

presented, & brass token bearlnc a nowbrr Iv giveia to the v! - . • . - 

bills by the recehing clerk ia the PreawdU Pay Departmeat. Tl'.^ 
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by him on the bill, which la not retnrneil to the payee but is transferred to the audit 
Bcctioa concerned When received back from the audit section, the number of the 
token 18 noted from ilic passed bills on any cheque prepared for its payment. The 
cash 13 paid or the cheque la lianJed over to the peison who presents the brass token 
and gives the particulars of the amount and pajeo of the bill. The receipt and issue 
of tokens is recorded m a register of tokens in Form 51-F. A daily rerification 
of the stock ot tokens in hand should be made by the cashier after taking into 
account the unreducined numbers. This is intended merely as a numerical check and 
the objeci is to see that, tor the number of tokens that arc not in hand, an equal 
nuinber of bills exiits in the olfice. A certihcate of this verification should be 
recorded in the register of tokens and should bo put up to the Gazetted Ofiicer in 
charge 

(li) The Sidpciinioudeitt should see daily that, for all bills paid during the day, 
whether jn cash or bj clicque, and for bilb returned unpaid, the corresponding 
token" have been received back He should suoscribc to the certcficate in roriu 5113 
to this eftect, and the certificate should be sUewu daily to the Gazetted Officer in 
charge 

(c) On the 20th of each mouth, a detailed census of all tokens in hand should 
be taken by the Superintendent in a register in Porin 51*0 and the result reported 
to the Accountant OcucraL For the purpose of this census enquiry should be nude 
from different sections in Form 51'IL 

477»A After the passed bills have been received back from the 
Gazettod Officer, they should not be sent from one section of the office 
to another eseept in locked boxes, ■whether the despatch bo transfer fi*oin 
the audit section to the Pre-audit Pay Department, or trom the chequo 
■writer to the Gazetted Officer and back, or any other transfer. All 
trunsCer» between the audit section and the Pre-audit Pay Department 
should be noted in a transit regiitcr. 

Audit. 

478. The audit sections should conduct the audit of bills presented 
for pre-audit and payment on the same principles and with precisely the 
same foiiualities as are observed in the case of bills reeeneil with the 
treasury accounts for post audit after payment, care being taken that the 
two classes of bills are kept separate from «ach other 

479. Specimen signatures of officers drawing bills — ^pay or contin- 
gent — should be obtained and pasted in the proper pages of the audit 
registcxa, and each auditor should, on receipt of a bill, first of all see 
that the signature on the bill agrees with that recorded in the audit 
register. 

Note 1 — Oa a tr.vnsfpi of charge betweeu officers, the relieved officer should 
Bend to the Audit ofl'ice the required number ot specimen signatures of the relieving 
officer. The auditor will see that the signature of the relieved officer is correct and 
then paste the spi'cimen srgn.iture of the rclievuig officer into the audit registers, 
cancelling the previous ones 

Note 2 — In cases where a personal assistant or other officer is entitled to sign 
bills “ for ” a superior officer, specimen signatures of the officer so entitled should 
be obtained and utilised as above. 

480. After the hills have been examined and recorded and the audit 
enfnement^ and the amounts passed for payment (in words and jgures) 
wrilteii on them by the auditor, they should be laid before tU^ Gazetted 
Officer in charge with the audit registers ; the officer will examine the 
bill, compare the signature of the drawing officer with his specimen 



203 

CnAi>. 22.] fnisTDEKCY rAYJinNTS. [480-483 


S’.gnalure in all cases anti, jf satisfled of the correctness of the chai^cSj 
initial or tick off the cutrios in the registers anti i^ass the orders for pay- 
ment. The bills ATill then be returned to the I’re-audit Pay Depart- 
ment, 

Note 1. — Caro should he taken that the paid vouchors received from treasuries 
are kept separate ^oia hills presented for payment after pre-audit 

Payments by Cheque. 

481. If payment is to be made by cheque under Rule II of 
Annesuro A, the passed hill trill be transferred to the cheque tvritev, who 
■vrill prepare a cheque for the net amonnt in the special form for Pre- 
audit cheques, putting his signature after the word eniered. He will 
note the number of the eheque conspicuously on the bill, enter the 
amount in the register of cheques drawn (Form 52), and lay the cheque 
and the bill together before the Gasetted Officer in charge. This officer 
will tick off the number of the cheque, see that its amount agrees with 
the amonnt passed, and then sign the cheque and stamp the bill “ Cheque 
drawn ”, after which the passed bill together with the cheque should be 
sent to the Cash Department which will date the cheque at the 
time of deJirery. After delivery the Cash Department will attach the 
payee’s aclmowlcdgmcnt to the bill, stamp it as ‘ paid write the voucher 
number on the upper right hand comer of the bill and enter the pay- 
ment in the register of cheques delivered (Form 52-A). The cheque will 
be paid by the bank and charged in the schedule of Accountant General’s 
cheques paid attached to the bank’s daily account, (Sec Article 488). 

1. 'UTicn two or more bills «tre payable to the same person, a single ebcqne should 
be isiiipd for tlielr •lyrregate amount, though the particulars of each bill should 
be entered separately in tho register of eheqnes delivered (rorm 52-A). la such 
eases a stamped aeknoivlo-lgmeut for eaeb bill should not be demanded ; a sirgle 
stamped receipt Is sufficient Each such bill may, if aecessnry, be stamped in the 
audit office with a rubber stamp indicatui!; that the relevant receipt is included in 
the receipt attached to such and such a bill, filling m the number in znanu-cript 

2 Duplicates of lost cheques are, in some cases, issued on forms dilTering from 
the orieiii.sl only in that the vrorA " duplicate •’ is printed across them in red. 
(Sco Articles IG and 177, Civil Account Code, Volume I) 

3. When the endorsement on a bill is incomplete or irregular, tho procedure 
laid down in Articles 13 (A.) and Jliile 3. Civil Account Code, Voluoio I, should 
be followed. • 


Payments in Cash 

482. Bills to he paid in cash should, on being passed, be made over to 
the cashier, who, . if the voucher be in order, duly p.tssod, and 
receipted, should stamp the bill paid, pay the net amount, write the 
voucher number on the upper right-hand corner of the bill, and enter 
the paj*ment in his cash payment register (Form 53). 

N'ote. — ^D ills for pensions may te paid in cash, up to a limit of I12S0 la each 

case 

483 For the payment of these claims a fi-ved imprest is allowed, and 
if this 1 uns short during husinrss hours, a cheque, aI«o in the speetal 
form for Pre-audit cheques, may be drawn to replenish it. The 
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Gazetted Officer in charge should check the -entries in the regisier of cash 
pa.raents with the vouchers, and should aUo see that the amount 
of the cheque agrees with the total of the register, before he signs it. 
The voucher for this cheque will be in Form 53-A. 

1 Before jsauing Biicii n cheque, it will be well to note on the voucher above 
described that it covers all cash payments up to “ o’clock ”, but on a day on 

which small payments arc expected to be numerous and soon to cvhaust the im- 
prest, a further amoaiit may be drawn by a cheque when office opens, and if the 
result bo that the cash balance at the end of the day be not reduced to the 
amount santtioned for the fivod iniprost, th* fact must be reported to tin* Account- 
ant General, and the surplus sliowu separately on the final agreement slip 
(Article 4S7). 


484 The fixed imprest will be borne on the accounts as a permanent 
advance, and will be counted and certified by the Gazetted Officer in 
charge on the last day of each month. Tho certificate initialled by the 
Accountant General should be filed with cash balance reports, though the 
amount is not included in the balance of the province 


Closing for the Day. 

485 At the close of each day the amount of the fixed imprest must 
be made up by a cheque drawn by the Gazetted Officer in charge in his 
own, favour, so that the cashier may always close with a balance equal 
to the fixed imprest m cash and cheques , before bigrimg the cheque, the 
Gazetted Officer in charge will apply the same tests as are laid down 
in Article 483. 

486. The Gazetted Officer jn chaise should take up the register of 
cheques drawn with the cheque book, see that the numbers of the 
cheques m the register are consecutive, and ascertain that no more forms 
have been removed than are accounted for by entries in thax register. 
IIo thonld initial the counterfoil of the first unused fom (the first; to be 
n.'sed on the noxi dojO. sad by tuTaiog back .to the last initials (those on 
the first used form of the expinng day) will ascertain how many foima 
have been removed 

487. The entries in the register of cheques delivered and the cash 
payment register (Forms 52-A and 53) should be summed as each column 
is filled up- A final total, exp^c^lsed in words and figures, should be 
made at tho end of the day, and the vouchers, with a memoiandum in 
Form 53-B, showing the aggregate amount of the payment'?, in 
words and figures, should be forwarded to the Account Section, the 
cheque and cash memoranda and vouchers being kept distinct. Ordi- 
narily, a single memorandum for each class, prepared at the close of 
the daily payments, will be sufficient ; but on days when the payments 
are numerous it is convenient to make up the totals and forward the 
vouchers two or three times during the day, and when more than one 



205 


Chap. 22.] ’ presioenct patments. [487-490 


mcnioranuiira is thus prepared, the aggregate amount paid from the 
ccmmeaecment of business must be shown in each, m words and figures. 

1. The amoiint of the ih(<)Ucs issued in replenishmcst of the £xcd imprest must 
bo excluded from tho iigyrcgati-s repotted in these slips 

2. The Garctlcd Ofliccr in ehirge need not, of course, count the vouchers before 
BigLing the slips, nor is it alisolulily nocessaty tor him to await the return of one 
such sl'p before forwarding onuthrr paikct ot vouchers 

J. The vouchers, if numerous, nre tiansfcrred in parcels at intervals, in order 
that the, check list described in Article 4‘H may be written up more promptly. 

Schedule of Cheques Paid 

488. The Bank will send the paid cheques daily to the Accountant 
General, together with a schedule showing tlic number and the amount 
of each j and the whole amount of this schedule will be shown m the 
daily Bank sheet (Chapter 24) as a single item “ Prc-audtt Cheques 
paid 

1 No member of the Pre-audit Pay Department should ordinarily bo permitted 
to havo any access to the paid cheques and the schedules received from tUo hauk. 


Outstanding Cheques. 

489. The paid cheques returned dally by the Bank should be com- 
pared with, and ticked off in, the register of cheques delivered ^''orm 
B2-A ), and from this a list of outstanding cheques (showing nuniber nucl 
amount) should be made up and totalled weekly, the total being ex- 
pressed in words and figures. The preparation of this list should on no 
account be left to a memljer of the Fre-audit Fay Department. The 
entries in the list should be checked and the total attested by a Super- 
intendent, before it is submitted to the Accountant General for pobting 
his Check Register (Article 490). The balance for the last clay of the 
month should be agreed with the ledger balance and the agreemeut certi- 
fied hy the Superintendent, Book Department 

1. rf any ihpqu» appears to be unanlv loog outsUnUio^, enquiries lesarfllng it 
shoulfl be made of the holder ; and if It cannot be traced, it may be stopped, and 
the charge which it rerrerciits cancelled and adjusted. The number of the cheque 
in the outfltandinq list will sufSeiently indicate any such exceptional cases. 

2. The most convenient form of the daily schedule will probably bo that of a 
book, as the maintcn.ince of in outstanding list ot cheques renders it nniiecessaTy 
to record the details of the cheques paid 

Accountant General's Check Register. 

490. A register in Form 54 will be maintained by the Accountant 
General showing the daily issues and encadimcnt of pre-audit cheques 
and the balance of unpaid cheques at the end of the week. 
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ANNEXURE A. 

(Referred to in Artielo 475 ) 


Tbo following mlcs govern Ibe procedure which should he followed in 

the payment of claims presented for pre-audit in an Audit Office 

(I) Kills, which should be only claims and not oclcnowlcdgmonts, will 
be iirescnted in person, or by a messenger, or through a Banlc or other 
authorised agent, or by post. 

(II) Unless there is a special reqnest on a bill for cash payment, all 
bills will he paid by cheque if the total of all the bills received from one 
party at the same time exceeds R20. 

(III) If payment is to be made by cheque, the bill should hear an 
endorsement showing 

(а) In whose favour the cheque is to be drawn — self, Bank or other 

authorised agent. 

IfOTB l.~<'hc(iuc9 may be draun m favour of a £rm or a private person for pay* 
meat of contingent bills \rhcn tiie local <jo%cromett authorises direct payment to 
suppliers of articles. Those cheques should ulwajs be crossed in the manner pre* 
senlcd in Article S3-A of the Cint Account Codo ond icill be issued by the Audit 
ofllee either on original bills of the supplier duly countersigned by the Head of the 
odice or on consolid.ated bills in niuch claims of dilTerent persons nre included by 
the TTend of the olSce. In the latter case the names of the payees should be spoeificl 
in the bill, rritb the respective amounts, for uhich separate cheques should be issued. 

Note 2 — Where under the provWons of the Note under Article 10 of the 
Civil Account Code payments due to contractors have to be made to Unanciiig Banka, 
cheques may be drawn in favour of eucb Banks. 

(б) 'Whether it is to be an open cheque or a crossed one. 

(c) In the latter case, whether the crossed cheque is to be sent by 
post (open cheques arc not to he sent by post). 

(IV) The presenter of a bill (otherwise than by post) will receive 
a token. 

(V) Wlicn payment fs to be made by crossed cheque sent by post, 
the cheque will be sent by the Audit office witliout further action on 
the part of the payee lie must, however, acknowledge its receipt by 
return of post. Failure or delay to do this will render the drawer 
liable to forfeit the privilege of having his cheque sent by post. 

(VI) In eases other than (V), intimation of the bill having been 
pnccfid will be sent to the drawer, where necessary or when desired, in 
the following form as soon as possible after the bill is passed : — 

“ Tour bill for R — received on the ^ has been 

passed for R . Plciso send your messenger with your 

acknowledgment duly stamped, in the form annexed, with instructions to 
make it over to the payinij olBrer, after .actual receipt of the payment. 
“ Token No. " or “ this iotimatioQ ” (when the bjll has hecn seat 

by post and no token received) should also be sent .as evidence of 
identification in addition to the eigned acknowledgment." 
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(VII) A payee, ■who receives payment by cash or by an open cheque, 
can rc;cei\*B payment only in person or through a messenger. In the 
latter case the Cashier will take all reasonable precaations against fraiiil, 
but the payee must understand that he receives payment thiough a third 
party at his own risk and that Government is m no "way ie>ponsible 
for loss and 'Will hand o\er the cheque or cash to any ijerson picscnt* 
mg — 

(o) the token, if any, that bad been given to the messenger, and 

(b) what purports to be tlie payee’s receipt for the amount claim- 
ed. This receipt should be m the tollowing form . — 

Received bv 7^ ''^— the m payment ot 

• Clieiiue 

my bill <ldtj(l the , on .'tceount of 

If an advice that the bill has been passed (see VI above) has been 
received this sliould also be sent 

Note — It 19 not neccssarj that an intimation should have been received by the 
payee before be «.in be pud’ The payee can send his messenger with the receipt 
witliout awaiting the intuintion and the payment will he made, if the bill has been 
passed It wiU s.iic tiie pisoc’s tiouble, howcicr, if he w.iits for the lutiniatiou, 
e\ccpt for bills which .ire paid on tho same day or on the day following, e^,, ptty 
biUs 


(VIII) If the receipt is sent by a messenger, the Audit office will 
take on the receipt the signature or mark of the messenger hinit,elf. 

(IX) Payee should communica’e "with ■the Audit office in all cases 
in ■winch payment has been delayed beyond one week from ihe pre- 
sentation of t!ie bill 

(X) It is the duty of the Cash Department to scrutinise *he recei^it 
of the payee presented by the messenger, before making payment. Tins 
scrutiny will consist of — 

(a) comparison of the signature on the acknowledgment with the 

drawer’s signature on the bill, 

(b) comparison of the amount acknowledged w’ith the amount of 

the pay order on the Vifl, and 

(c) receipt of the token issued, if any ; (if an intimation of the bill 

having been passed has been sent, this should be asked for, 

though it IS not essential). 

Noth 1 — In the else of any doubt as to the agreement of signature or as to the 
quittance being h'gal, e o-, when the payee does not Inmsclf sign, the Cash Depart- 
ment will coj'3'iU the Audit Department before inoXing the payment. 

Note 2 — All bill"* as «ooii as passed in Audit will be sent to the Cash Depart- 
ment. After payment the Cash I)ex>art»ent will attach the payee’s .icknoivlcilg- 
ment to the bill, i>tamp the bill 'is ** Pnid ” with tho name of the person by whom 
the payment has been made and the date of the payment mentioned therein 

Note 3.--Special care miist be exercised by the Cash Department if receipts are 
presented by unknoivn meusengers 
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(XI) Tlic Audit Department will conduct n final post-audit of Ibe 
payments This ^YiU consist of the following checks : — 

(a) that the pay order is genuine ; 

(61 that the endorscmcnts'on the bills, if any, are in order ; 

(c) that a final receipt for the full amount passed in audit has 

been rccehed from the drawer of the lull in tJic prescribed 
form ; 

ICoTC. — In Iho ease of bills for the pay and allowances of Oatotted Government 
servants tl.e receipt of the dr.awer’a banker or agent may bo accepted as a final 
receipt. In such a case, however, the bill should bo endorsed by the drawer with a 
distinct pay order in fa' our of hi^ banker or agent winch order need not be 
stamped ^See Itulc 1 under Arlido 40. Civil Account Code, Votumo I.) 

(d) tiiat the messenscr has signed the final receipt, except when 

the payment has been made bj' cro^sed cheque sent through 
the post, and 

(e) that the Cash Department has signed the certificate of pay- 

ment. 

Note 1.— Until tUo audit has been completed as above, tho payment should be 
held under formal audit objection Such objettions should in most cases be cleared 
before tho 'iccuunts for the months ore .aitdiiod nod very few objections for want cf 
vouchors should tlKiefore nnd a plj<c "rj nnrily in the Objection Book 

Note 2 — A Eegister in rorm 54-A should be maintained in the Audit Section fo* 
the record of final post audit of pre audit bills. The final post nudit must be 
reviewed by a member of the supennteoding etaS to the extent of two per cent, of 
the payments 
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Cliapter 23, — Compilation of'lPresideEcy Payments. 

Payment Vouchers 

B^ecjpt of Toockers . , . 4dl j Qoamg oi I>ebt Hosd Classified Ab. 

Debt Head Clo-asiCed Abstract . . 492 j stract - > • • • • 

Tntssfct oi ecLiidulesaad voueben , 493 | Treatment of sekeduleauid Teachers 4^ 

Beceipt of Vouchers. 

491 l)n receipt la the Compilation Bectioa of the vouchers vril 
the covering slips or moinoraBda (Article 487), no time should be^lw 
in chocking the total of the payments. This sWuld be done m tl 
following manner The vouchers as they are received should be sorte 
by departments, and the payments entered by carbon process in dupl 
calc ui the :evcral departmental schedules of pre-audit paymen 
(Form 5S), the vouchers paid by cheque and those paid m cabh bcin 
enlercd in separate parts and the total amounts brought together at li 
end of the day as shewn m the form The total net payment in thej 
echcdides should then be entered in a daily cash memorandum (Pon 
6>A) and tlie grand total straek When found correct the memoranduj 
(Artide 487) should be signed as “ agreed by a responsible ofBoer an 
returned to the Pre-audit Pa}* Department as an ackaosrlcdgincnt fc 
the vouchers received 

Debt Head Classified Abstract, 

493. After the day’s payments have been examined as m the prccet 
ing article, the total gross pajments of the day, U"? worked out i 
column 6 of the several schedules (Form 55), will be po-sted in the Deb 
Head Classified Abstract of tlic Pre-audit Pay Department (Form 5fiJ 
The rceoYcnes and receipts shown in columns (3) to (5) of the schedule 
ebouM 5e enCeretf mider <fie approprwfe su'-pense fiead at the bottotn c 
tlie Abstract the total tiednetlons relating to each suspense bea’I horn 
posted against it The postings should then be proved by agreeing th 
nfi payments with the total sliewii in the daily cash meaiorandrn 
(Perm Sj-A) 

Transfer of schedules and vondiers to Departmental audit sections. 

493 The Schedule of payments relating to each department •^houl 
be totalled, and the upper sheets scat to the section oonccTncd 'with th 
vouchers appertaining to them at such convenient intervals as may I 
delcrmincd by the Accounfaot General ; but they must not be senf 1*^ 
freo.nently than twice a month. Simultaneously, menioraDda of crcdil 
elwulcl be prepared from columns (3) to (5) of tie schedules and sent t 
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the departmental sections concerned for incorporation in their classified 
abstracts of receipts. These sections rriU he the Public "Works (treasury) 
section, in the case of recoveries of house rent ; the Pension Section, in 
the case of Indian Civil Service Family Pension Fund receipts ; and so on. 

!• The Toachers should bo Icept under toek nnd key by tbo BupermteuJent till 
they ate sent to the audit aection. 

Closing of Debt Head Classifled Abstract. 

494. At the end of the month, all the columns of the Debt ITcad 
Classified Abstract should be totalled and the amount of pre-audit cheques 
is.sued added to the receipt side of the abstract. When this is done, the 
grand total of receipt will be equal to the grand total of payments, and 
the Abstract thus completed and proved wdl be made over to the Book 
Department for posting in the Detail Book 

Treatment of schedules and vouchers in the Departmental andit sections. 

495. On receipt of the vouchers and schedules, the departmental 
section will examine them, as directed in Article 204, and conduct the 
final post audit prescribed in Rule XI of Annesure A to Chapter 23. 
The vouchers will then be posted in the compilation book and the pay- 
ments incorporated in the departmental abstracts in the same way as if 
they had been received with the accounts from a treasury. 
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BANK SmXT. 


[CnAT. 24. 


Chapter 24. — Bask Sheet. 

BaoJt Accoaat . , . 4^ lAathtiadAccoaslUig . . . 

Steet . . . , 407 1 

Bask Account. 

40C. The receipts of Gorernment nljich are paid info the Iac;tl-i<»ad 
c>7‘-fefaBche5' o£ <A3)&. Itapo wal Bank af-Jadiait and the pavmcnU on 
Government account, including payments ow account of prc-audit checiues, 
arc taken to the general account o£ GoTCrnmcnt at the Baiik^ uhich is 
operated upon, under the orders of the Accountant General. 

Daily Sheet 

497. Prom the Bank is received each day ;-~ 

(1^ A register of daily receipts and payments, Tfhich will be 
with the Daily Account, vide clause (2) below, and returned to the Dank 
ftfrcT the Accountant General has initialled the entries in tokeu of veri- 
fication 

(2) An account of the receipts and payments, entered generally (as 
far fts the Bank can conveniently do so) in the classification adopted in 
the Govemraeat accounts 

(d) Schedules giving further details of items entered in the accounts 
under heads which require special treatment in the Audit ofilee Uff., 
Accountant Genernrs cheques, bills, military receipts, interest paymeuut, 
etej. 

I’d) Vouchers supporting the receipts and payments 

(5) A statement showing the value of small coin of each denomina- 
tion end of uncurrent coin, etc., held by the Bank on Government Account. 

Audit and Accounting. 

498. The procedure prescribed in Chapter 23 for the audit and 
necoimting of presidency payrocot vonefaeK should apply imdotiV 
mutandts in the case of vouchers and schedules received from the Baulv. 

499. The items in the Daily Account, after being verified against the 
vouchers and schedules, are to be posted in a daily abstract in such fonn 
0 .S uiil admit of the daily entries under each head being totalled, so us 
to form a Debt Dead Classified Abstract for the month. 

600. The net difference between the credits and j^bits in the 
Daily Account will be povted into the Raster o£ Itnp£S5icauk Deposits 
in Form 58 At the close of the month, the difference betiTeen the totals 
of the t%70 money columi^sbmdd be carried into the Monthly Debt Head 
Abstract, the head “ I tayui^^SfT Back Deposits ” being credited or debited 
as the ease may be. 

601. Vilcled. 




213 


CnAP, 25 ] DCTARTMCNTAIi* CASH ACCOUNTS. [502-503 


Chapter 25. — Departmental Cash Accounts. 

Ca^li Accoo&ts .... £02 1 SmiU Com Depots . . . £00 

BaUnccs C05 j 

Cash Accounts. 

602. Besides tlie tre.T-nrj' necounts, the Bank Sheet and the 
account of Presidency payment.s, other accounts nre received from offieers 
or departments in direct account u'ltli tlio Aceount.iut General, such as 
Oiniim Agents and Collectors of Customs or stamp revenue, small com 
depots and sub-depots Those aecoiints should, as far as possible, be 
dealt ^itli m the same w.ny .is treasury accounts, the receipts and pay- 
ments being passed through the same form of niidit, and the classified 
and Consolidated abstracts prepared in similar form ivifh suitable modi- 
fications irhere necessary. 

603. The procedure as regards Objection Book and Adjustment 
Begister svill also be the same as applies to treasury necounts, and the 
general statement of account will be entered m the Classified Abstract 
in the following form, the receipts being always equal to the pay- 
ments 


UonUi 

Bee-ipta 

ClwEffird 

AUtract 

r«yintTiti 

Clax'ltird 

AbiUscI- 

niOcrence ir, boUnce 

Initials. 

Op>Tnng 

baboce 

Oo-ing 

bsloore 

Perreasa. 

Inert us 




V 

B) 

- 


B*. 



Rt 

_ 


Bi. 



B$ 





1. Tvulcs lave already been presenbed for the watrlilng of remittances Lclwcca 
these Departments aad the ttcasuncs (see Chapter 1*}. 
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504. The principles enunciated abox’e are, for the most part, appli- 
cable to the accounts of the i’ublio Works and Forest Departments. The 
special rules on the i>ubjeet are described in Parts IV and V respeoUve- 
ly of this Code. 


Balances. 

5Q5 The balances of departmental accounts arc not to be shovrn as 
cash balance, but <in entry wdl be made upon the receipt side of “ Bal- 
ance diiamjshod, R<? 00,” or upon tbe charge side of “ Balance increased, 
Es 00,”, so that the total of the receipt side may be equal to the total 
of tbe charge side. Theso figures mil be credited or debited under the 
debt head “ Departmental Aecouius ”, except in the case <j£ small coin 
depot balances Mbich should go to ” Small Ccui Depdt Balances.” The 
calculation of ” Caianeo duomished ” or ” Balance increased ” will be 
recorded upon the account itself. 

Small Coin Depots. 

608 The accounts of the small com depBts and sub-depSts as received 
should be esarasned and then pa’ited m a file, so arranged that tb« 
accounts of the same depot or sub-depot may be laid together. The 
ilcoountant General null prepare from these accounts one general 
Classified Abstract of the dephts m his province m Foroi 59, and should 
Include m his monthly Cash Balance Eoport a nicmoranclum showing the 
balances of tbe several kind-s of small siher, nickel, and bronze and 
copper eoio in each depdt or sub-depSt The accounts will be posted 
under the following heads : — 

Com Dtpit Retnxti&nefs — (Cows remitted foUiin tbe earns ProTiaeo). 
atMit JZeini«onc<?e — (Coma teimued w ot from Mint j this head wall appear 
in the Central Be venues and Bombay aeeonnts only). 
t'Ofeigti .firmiiranvr#.— CCouia renulted to or from eaother Provinee). 

^otoU Coin Sepdt JjaJanixi ‘ — (SmaB silver roin baJanre decreased or increased 
JS'ieJtel co,n Balance derreased or increased- Bronsa and copper com 
balance decreased or increased). 

lCoTE.f-neiaitt3nccs that may bo in transit at tfca close of a montli ara neverthe- 
less lo be ebarpeC in the .tecount>i, bot remittances should Vo made, vrlienover 
possible, in sui h time as to admit of amvai al their dcsiroatioa within tho mouth of 
despatch. Should any remain in transit at the end of a month, tbero vnll bo an 
outstanding under ttio Bcmittances Bend, no ndjvstment onder the provisions of 
Article SOD being adosissihle. 
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Chapter 26. — Statement of Dishursers' Accounts. 


resting ths Statement 

Treofury and Oejiartmenlal Atfwni, S07 
Local }{tmUlancf4 in Tranjtt . , SOd 

Comjitlion in JSoofc DepaYlrntrH . JfO 


resting tha Statemcnte-^ntri. 

Exchanjt Recount Abitraet . SJl 

Trantfera 612 

ChecLorTotali . . . . fiU 


Posting the Statement. 

Trtasv.ry and Accounts. 

507. (a) The last stage before handing ow the Cash Account and 
the list of payments o! a treasury to the Compilation Department is tlie 
posting of the bnlaiiccs and the Totals in the Statement of Disbursers’ 
Account. This statement is maintained in Form CO and each district 
auditor, as he completes liis examination of a treasury account, will post 
in it the entries relating to the treasury, the figures being taken from the 
closing en tries in the ca sh aetyunts (Article 286, Civil Account Code, 

^ No. 94. 

Page 215, Article 507 (4)- 

the word “ departmental ” In line 1 and add tho words ** and Debt 
Head ’ between the words “ departmental ” and “ abstracts " in line 2 of 
this Article. 

[Audit Code, Vol. I, 1st Edn. (2nd Hep.), No. 94, dated the let June 1936 ] 
abstri-iets alone and to post the totals from this sheet into the main 
form. 

6G8 These entries may eomoni»‘niiy be made in the same order as 
'■ observed in the Ca«h HaJanee ifeport. The Bank Account should 
' ' and after it the district accounts, the Departmental Adjnst- 

’..Ihe various (lcp.ir{mental accounts in detail ; but, as 
' Dejwrtmental Adjusting Account and the 
-have no balance's, the only columns to 1 e 
'"‘•~*nd_ payment columns, tho entries 
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604. The principles enunciated above are, for the most part, appli- 
cable to the accounts of tho Public Works and Forest Departments. The 
speeval rules on the subject ace described m Pacts IV and V cespective- 
ly of this Code, 


Balances. 

605 The balances of departmental accounts ate not to be shown sa 
cash balance, but an entry will be made upon the receipt side of Bab 
ance diminished, Rs 00," or upon tbe charge side of “ Balance jacraased, 
Rs. QO,", so that the total of the receipt side may be equal to the total 
of the charge side These figures uill be credited or debited under tbe 
debt head Dep.irtmentaj Accounts except in the ease of smaU coin 
depot balances nhich should go to '* Small Com Depot Balances " Tho 
calculation of "Balance diminished’’ or "Balance increased" will be 
recorded upon the account itself 


Small Com Depots. 

606 The accounts of the small com depots and sub-depots as received 
should be exaenned and then pasted in a file, so arranged that the 
accounts of the same depot or sub-depot may be laid together. The 
Accountant Gcnecal will prepare from these accounts one general 
Clnssified Abstract of the depots in hi« province in Form 59, and should 
include m hia monthly C.'isb Balance Report a meniorfindUTn showing the 
balances of the several kinds of small silver, nickel, and bronze and 
copper com in each depSt or sob-depot The accounts will be posted 
under the follownig beads ; — 

Small Uoift Depii £c»He<anee* — (Coint Kimtted rntbiui the aamo Proruico). 

Jlsnt Hemittances — (Coins remillfid to or fiom Mlat j this head fwll appear 
in the CeftWal Be' enuw and Bniabay accounts oo\y). 

yoretgn J2im\tiances — (Coins remiUed to or from another Province). 

•Small Cein VepSt ^atanee# — (Small stiver coin balwea depieasciiLitt_Ji«ac»-«A_ ~ 

No. 46. 


Poye 4, Afilcte , >t n 

Substitute, tbe foBowms for Nolo 2 as introduced by wrtoction slip iio. ii* 
da^ed the Ifit Juno 1635 i — 

“The balAnces olemth eom ivpiAe JocatedatWensurv-* and bran^ea ol tbe Imp^J 
nasV; tp£ wiH h* venSed. by tho Pwttwst CM^fS vndef the rules iQ 

^la&TuC. Eatty in Apn! e»«h year, a cortificeta m tho foUoTvujg form will be »ub 
bf tlKsn to the Accountant Geoerrf for Im Eevww of Balnea*. 


' Tbo clcsing botanco of the nnaJl «w» depot at. ...... .on tho 3lst 

•cct ’Jjnp to the Depot Book maintomed ia form IS, Resource JIanual, is Ba. . . • 

????., - has been dtJv TCn'fied according to 

The bfilaBco m the depot on tlia 30U» Septembec loel ^ Tcnnen 
the pTMcribed rules ’ 

The balances of rrcall coin depota locetcd lit Correner O/Ticoa tviH be vatiEed an 
oHiecr ol tbe Reserve Rnnlc of Tndta at convement latervela Rarty la Apnl cm® >«ai, the 
Currency Officer •«»U lutn'th tlie Aetounla&t Cenwal ctmceived with a wrtificate to the 
eCect that the actual balance feeW oa th* Slat March at the depot in Ina charge agrees 
with the ledeer bafaooe of that date.” 
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Chapter 2G. — Statement of Disbursers’ Accounts. 


resting th« St*tcment — 

Treasury and Dtpartmenlal Ac<ount$ 
LotalliemUlanusinTrantit « . 

Compidion tn Sook Department . 


SOT 

500 

SIO 


resting the Statemeot— 
Exchange Accovnl Ahtraet 
Traniftfa . 

Check ot Totals 


Posting the Btatement. 


511 

512 
5U 


Treasury and Accounts, 

607. (o) The last stc^e before handing over the Cash Account and 
the list of Payments of a treasur>' to the ComptlatJOn Department is tlie 
posting of the balances and the totaN in the Statement of Disbursers’ 
Account. This statement is maintaiiictl m Form CO and each dlstnot 
auditor, as he completes hi'* examination of a treasury account, will post 
in it the entries relating to the treasury, the figures being taken from the 
closing e ntries in the c ash accounts (Article 286, Civil Account Code, 


No. 94. 

Page 215, Article 607 {b)— 

Delete the word “ departmental ” in line 1 end add the words " and Debt 
Head " between the words “ departmental ” and “ abstracts ” in line 2 of 
tills Article. 

^ [Audit Code, Vol I, let EJn. (2nd Rep )> No. 94, dated the let June 1936.] 

abstracts alone and to post (he totals from this sheet into the main 
form 

6C8 These entries may comenipnrly he made in the same Order as 
is observed in the Cash Balance llcport The Banlc Account should 
conic first, and after it the district accounts, the Departmental Adjust- 
ing Account and the various departmental accounts m detail ; but, as 
the Bank Account, tin' Departmental Adjusting Account and the 
various departmental accounts have no balances, the only columns to 1 o 
filled in aoainst them are the receipt anti payment columns, the entrie.s 
in whicli Avill be equal 


Local licmitlavees in Ttansit. ‘ 

509. Nevt in order to tho d«'r:»rtmenlal accounts comes ^.hc hr^ 
“Local Remittances in Transit”, which, being a 
Ca-h Balance ”, takes the position of a disburser or ofQcer ho '"5 " ^ * 
bo„ „t ,I.e b.b.c; LH 


tion of tile (lovcmmcnt balances Its opening hnianre - 
loon, rcn.,ao.,oc, trooo., a, the ^;™''L'olS\atn 

ng balance that outstanding at the end of it , ^ 

L4AGO 
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from the Kemittance Cheek Kegister (Form 36) diould be posted ac- 
cordingly. The entire amount of the opening balance should then be 
posted under disbursements, and that of the closing balance under re- 
ceipts (care being taken that the amounts entered here as receipts and 
disbursements are also posted into the Detail Books as receipts and dis- 
bursements, respectively, under the head “ Cash Kemittances between 
Treasuries ”). 

, Completion Book Department. 

610. In order to effect an agreement with the Consolidated Abstract 
{vide Account Code), the Statement of Disbursers’ Accounts must be 
completed in the Book Department by entry in it of the amounts which 
pa'-s into the accounts through the Exchange Account Abstract and 
transfers. 

Exchange Account Abstract, 

511. Nest below the amounts meutioned above, the totals of the items 
entering the accounts through the Exchange Account Abstract (vide 
Account Code) should be entered. 

Transfers. 


612. An abstract, in the following form, of the entries in the Com- 
bined Transfer Ledger and Abstract (Account Code Form 32) must be 
drawn up at foot of that document — 



Sebita. 



— 



Credits. 




k 

1 


B 


Nature of heads 




1 



Seduction 

from 

Keccipta. 

Additions ' 

SMhursemeiite I 

1 


Additions 

to 

Beceipts. 

1 Deductions 
from 

1 Disbursements. 

Bs. 

a. 

p* 

Bs. 

. 

p 


Bs. 

a 

P- 

Bs. 

a. 

p- 

S23 

0 

0 



■■ 

Berenue beads . 

134 

0 

0 





■■ 


1,247 

0 

0 

Service charges . 




721 

0 

0 




k.m 

0 


i l>eVl and (Aber beads 


Li 

D 




323 

0 

1 ^ 

2,361 j 

0 j 

0 

Torai, 

1.966 


0 

721 

“I 

D 




2.687 ' 

0 ' 

0 1 
j 

Torai. Dents abo Cbedits 



2,687 

0 

B 


Columa 0 diaumshed by Oolnma A .... 1,643 

ColoBUi BdimumbodbyCoIamnD .... 1,643 


1. Tho figures are inserted to show how the calculations are made. Those la the 
first three lines are taken, by totalling, from tho Transfer Abstract ; the fifth line 
l« found, on each side, by adding the pair of figures in the fourth line, and must 
bo agreed, before going further, with the totals of the Transfer Abstract ; tho 
figures in the sixth and seventh lines are brought out, by subtraction, from the 
fourth. 
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513. The figures in the last two lines {which will always be equal), 
will then be posted in the Statement of Disbursers* Accounts againrt 
the head “ Transfers.’*. 


— — "So. 95;' 

Page 217, ArticJe 514 — r 

Substitute the following /or the words “ so furnishes an effective js of 

of the consolidated Abstract *’ in lines 3 and 4 of this Article : — tfiee 

“ 80 furnishes an effective chect on the grand totals of the several con-’^*f^ 
solidated abstracts as made out in the Abstract of Major Head Totals^*^ „ 
(Article 200 of the Account Code) f all 

oald 

[Audit Code, Vol. I, let Edn. (2ncl Rep.), No. 96, dated the let June 1936 ] 

f2 
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PART IV. 

PUBLIC WORKS AUDIT. 

Ohapter 27. — General Arrangrements of Works Audit Department. 

[atcodaehjty ..... SIS Goc&pktioaof Aodit . . . $39 

Dffice ArraDgemeats . . . fil7 RftTVi« of Aadit . ^ , 631 

Audit Pftjcedure .... 519 Supcmajon of Oinsitfoa! Accooat. 

Appropriation Audit . . , 622 S38 

Current Benev of Audit . S23 ItuceOanoon^ . . 642 

Introductory. 

515. Tlie IVorl '? Audit Department is responsible for the oudit and 
accounting of those transactions of the Public Works Department vihith 
are brought to acc^'unt br Dmsional Oftcers of the Department m oc* 
corddnee \Mth the rules in tJie Pxxblic Wor!c;> Account Code The trans* 
actions of a innmb aro iirst subjected to a pielinnnarj- audit check by 
the Divisional Accoirntrint. who i% a werober of the Accountant General’s 
establishment, and then eoo'-olidated .md compiled by bun into prescribed 
forms of nccoujJt lAIomhly Acvoimr. j’ W A Form wuh support- 
ing schedules, etc ^ for. and under the supervision of, the Divisional 
Ofluer These coiapdcd accounts .ind oth'T periodical accouiin and 
relniMs .iri* rccci^ ' ,i bf /.-I'lf over the Mguftturc of the Divi- 

sional Offioci 

CIQ The Works Audit l>cp.(rviu«-nt is responsible that the initial 
anti ether arcoiu-M of J‘i5Wie tVoilis oije-i, wliicli are not rendered to 
the Andit cOicc for audit centrally, are subjected to a local audit and 
inspection regvilacly The detailed mstmei^ions for coudnotui" the audit 
and inspection and for dealing with the reswlts thereof are given In 
Cl'?i!if''r M Each auditor should keep carefully note of all points 
uotwed in the course of central audit, which, from time to time, he may 
be ordered to note for the Inspecting Officer’s informatiou, and sec 
tb.it all the {^unts rro tiuly rep-'rted to the Inspect ng O.'Hecr as required 
by Article BB4 

1 ft mnr j;.!''/! lie arr.' that MuiiUit po'iita noticeil by nth-r au.itt scctio k 
*Ih'h!>J be fi>iJ7tnua'eate<l to the anilitor in the 'WpA# Aodit Dep.srtuieat to b» 
noted by hini 

Ofdco Arrangeme.'ils 

517. Th*' Wirl'"' Audit Department should >)•* divided into small 
sections, each infh « Senior Accountant or Accountant in eliargc Tlie 
tirimnry rc'^ponsibinty for the audit of the accounts of Public Works 
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divisions, and other ■work connected therewith, rests with auditors who 
should he experienced clerks or junior Accountants. The actual distri- 
bution of work, which .should be set out clearly m the Office Manual, 
will he settled bj' the Accountant General according to local require- 
ments The employment of sub-auditors to a‘-sist auditors sliould be 
governed by the following considerations : — 

(1) The rcspon'iibihtj’ for audit should, as far as possible, be un- 

divided. 

(2) As a general nilc, a clerk should not be employed as an 

auditor until he has worked as a sub-auditor 

(3) A sub-auditor as he gains experience should be entrusted with 

more important work. 

1. The term *' Accountant ’* used in this article or elsewhere in this Chapter 
includes a Bivisionnl Accountant attached to the Audit office 

2 An Accountant, selected for bolding the ebargo of n Works Audit Section, 
must linro had at least one year’s training in the duties of a Pirisional Accountant 
in a diTiaional office 

618. The auditor is primarilv responsible for all audit work in con- 
nection with the accounts of one or more divisions allotted to' him. 
lie will audit Ihe Jlonthly Accounts and periodical returns received 
from those divisions and deal with all returns, statements and corres- 
pondence connected with the audit It is optional, however, with the 
Accountant General to entrust to the Treasury Audit Department the 
audit of Public Works Contingent bills included in divisional accounts, 
■V^ere this is the arrangement, the contingent bills (with supporting 
vouchers) received with the Monthly Accounts will be transferred to the 
Treasury Audit Department, and the auditor will be respoiisible for 
seeing (1 ) iliat the bills which he transfers agree "mih the entries in the 
Classified Abstract of Expenditure, P "W A Form 74, (2) that tho 
vouchers and other enclosures to the bills are complete, (3) that the hilLs 
(with enclosures) arp returned bv the Treasury Audit Department after 
audit, and (4) that, unless separate obicction books are kept in the 
Treasurj' Audit Department, any objection taken by that department 
is duly recorded in the objection book maintained in the Works Audit 
Department, and notified to the Divisional Officer 

Audit Procedure. 

519 Audit should be conducted in accordance with (1) the general 
rules and principles laid down in Chapter 5, and (2) the special proce- 
dure applicable to each class of transactions as .set out in the relevant 
chapter of this Code and with due regard to the relevant rules in the 
Public Works Account Code and the financial rules of the Government 
concerned. 

520 The auditor examining a voucher or schedule should record 
the necessary particulars in the proper .section of the Works Audit 
Register, unless there is a rule to the contrary. In token of this he 
should initial all the documents from which the register is posted, and 
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obtain the initials oi a member of the superintending staff appointed for 
the purpose, in all cases wlieire, under the rules lu ^tiele 522, the latter 
is required to initial. For this purpose, a suitable cnfacing stamp may 
be used, vide Article 673. 

Note. — H ere elsewhere, the term “ fiuperinteadiag Staff ” ahould be teld 

to nieoB only Semof Awountaats and Accotmtanta and such PiTisional AccouBtoala 
MT may be att.nehed to the Audit oiHce. 

621 The Works Audit Register should be posted at the same time 
as the audit of the voucher or schedule is being conducted No Audit 
office can be considered free from arrears, unless the establishment is 
able to complete both posting and audit nithm the allotted time. 

Appropriation Audit. 

622. <o) It IS an important function of audit to watch the progress 
of expenditure against appropriations, see Article 202. The auditor and 
the Superintendent are responsible for this check in respect of all works 
or items of expenditure, the appropriations for which, whether individually 
or by groups, are sanctioned separately for each dmsion. vide Articles 
554, 555, 556 and 66« 

(b) The Worics Audit Department is not responsible for the check 
of expenditure against the grants for the whole province. 

(c) In case", not covered by clause (6) in wbicii two or more DM* 
Bionol Officers are authorised to incur charge!? relating to a unit of appro- 
priation against a lump sura appropriation placed for the purpose at the 
disposal of a single higher authority, and the Accountant ueneral, at 
the request of'the local Government, h.ss undertaken to audit the collec- 
tive charges against th'* appropriation, he will prescribe the arrange- 
ments for conducting the n<*e<*'sarv cheek It will be necessary in such 
cases to collect the audited expenditure fippires of the divisions concerned 
in suitable summaries , in doing so, the general rules laid down in 
Chapter 37 should be observed 

Corrent Review of Audit 

623 The audit of the Monthly Accounts of Divisional Officers must 
be reviewed by a member of the «iipcrintending staff. This review will 
comprise the following duUcr In addition to any others that the Ac- 
countant General may prescribe • — 

(1) A.s to charge.^ the audit of which is recorded in Part I of the 
Works Audit Regwter, he should examine nil the vouchCTO 
generally and^ re^ew fully the audit of about ten per cent. . 
of them, initialling the vouchers reviewed 

1. If all tJie tondicM attae^pd to a sekedate docket are leviowcd, it will sutHea 
it the schedoli' rioeJeet fs marked •" Voochers teviwfd " over the initiala ot th* 
Saperiotcadent. 

2. The in^frjietJons jn Ride 1 l» Artiele 200 rc^ardins the chcok of the elaasi- 
fieation of vc'iehera in the Treasury Audit Pepartment apply mvtati* ruitandts 
to too Tonrhers of the Works Audit Il^rtracnt. 
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(2) He should review all special charges and credits, the audit 

record of winch is kept in I'arts II to V of the "Works 
Audit Kegister, and in evidence of this review he should 
initial the entries in the register, as •well as the vouchers 
and the account entries audited This check should not he 
confined to the entries made in the register by the auditor ; 
when revjcwbig the vouchers and accounts generally, it 
should he seen that no transactions pertaining to these 
parts of the register have escaped the auditor’s examina* 
tion. 

(3) All schedules leading to the Monthly Account, and the ac- 

count itself, should be examined to see generally that no 
important points have escaped the auditor’s scrutiny and 
that the several accounts have been correctly written up. 
The prompt adjustment of outstandings of all classes should 
receive special attention 

(4) A percentage of the entries made by the auditor in Part I of 

the Worlis Audit Register should be checked, the items 
examined being marked or initialled in the schedule con- 
cerned ; but see Article 5C5. 

(5) The entries made by the auditor in Part I of the Works Audit 

Register should then be reviewed completely to see that all 
charges not covered by appropriation or technical sanction 
are challenged. 

(6) Lastly, the Audit Note and the Objection Statement prepared 

by the auditor should be examined to see that the remarks 
made or objections raised are all in order, and he should 
neatly edit them and add, in his own writing, any remarks 


Ho. 124, 

Pagt 821, Article 524 — 

Insert the following at the end of clause (a) : — 

“ It should he particularly seen in the case of final bills that the date of 
actual completion of work is duly checked with the stipulated one, (column 6 
of Part III of the Works Audit Agister). ” 

fAodii Code, Vol. I, let Edo. (2DdIlop.}, Ko. 124, dated 2nd Janouy 1937.] 

uevu sa pertaining 10 tne coniract nave oeen so 

treated, and that, in connection with the contract, there 
is no disregard of rule or want of attention to the interests 
of the State requiring action on thp part of the Audit 
office The rules in paragraphs 303 and 309 of the 
Public Works Account Code sliould be specially borne in 
mind, and payments to snb-contractors should be scrutinised 
jealously. 
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obtain the initials of a member of the superintending staff appointed for 
the purpose, in all cases ■where, under the rules in Article 523, the latter 
is required to initial. For this purpose, a suitable enfacing stamp may 
be used, vide Article 673. 

Note. — H ere ind elsewhere, the term " Superintending Staff ” should be held 
to mean onl7 Semor Accountants and Aceonntants and such Divisional Accountants 
M may be attached to the Audit ofliee. 

521. Tho Works Audit Register should be posted at the same time 
as the audit of the voucher or schedule is being conducted. No Audit 
office can be considered free from arrears, unless the establishment is 
able to complete both posting and audit within the allotted time. 

Appropriation Audit. 

522. (a) It IS an important function of audit to watch the progress 
of expenditure against appropriations, see Article 202 The auditor and 
the Superintendent aro responsible for this cheek in respect of all works 
or items of expenditure, the appropriations for which, whether individually 
or by groups, are sanctioned separately for each division, vide Articles 
654, 555, 556 and 668 

(b) The Works Audit Department is not responsible for the check 
Of expenditure against the grants for the whole province 

(c) In cases, not covered by clause (6). m which two or more Divi- 
sio^ial Officers are authorised to incur charges relating to a unit of appro- 
priation against a lump sum appropriation placed for the purpose at the 
disposal of a single higher authori^, and the Accountant General, at 
the request of'the local Government, has undertaken to audit the collec- 
tive charges against th^ appropiiation. he will prescribe the arrange- 
ments for conducting the necessary check It will he necessary in such 
cases to collect the audited expenditure figures of the divisions concerned 
in suitable summaries , in doing so, the general rules laid down in 
Chapter 37 should be observed 

Current Review of Audit 

623. The audit of the hlonthly Accounts of Divisional Officers must 
be reviewed by a member of the superintending staff. This review will 
comprise the following dutici in addition to any others that the Ac- 
countant General may prescribe • — 

(1) As to charges the audit of which h recorded in Part I of the 
Works Audit Register, he should examine all the vouchers 
generally and review fully the audit of about ten per cent... 
of them, initialling the vouchers reviewed 

1. If all the \omhci9 attached to a sehedole docket are reviewed, it will Buffleo 
if the schedule docket is marked '‘Vouchers revieweA ” over the initials of the 
Superintendent. 

2. The instructions in Rule 1 to Article 209 regarding the cheek of the etaasl- 
scation of vouchers in the Treasnrv Audit Department apply mutatii mufondw 
to tho vouchers of the Works Audit D^artment. 
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627. The Gazetted Oflleer in charge of a section should scrutinise 
carefully every objection, whether enleied m an objection statement or 
in an audit note, before he passes it, cancelling or submitting for orders 
any to which m his opiiuon the provisions of Articles 15G and 157 
could suitably be applied. The scrutiny should in the mam consist of 
seeing whether the objection is a reasonable one and whether it is 
worded in intelligible and unexceptionable language ; it is not intended 
that the Gazetted OfEcer should check the facts in all cases by a com- 
parison of the vouchers, hut he should do so m all serious and 
important cases, and whenever he has reason to thmlc that the facts 
implied by the objection are not correct, or when the objection itself is 
not intelligible without the vouchers. It should be borne in mind that 
unnecessary, meticulous or badly expressed objections not only bring 
discredit on audit and give rise to reasonable irritation, but also cause 
an mcrease of vvork in both the Audit and the executive offices. 

528. Objections raised on objection staiements. audit notes, half- 
margins or audit memoranda should not be treated as routine corres- 
pondence which may be issued bj Superintendents under Article 79 
(fc). No such objection should issue over the signature of a subordinate 
unless the case is clearly met by one of the printed and numbered 
standard objections ; if any manuscript addition of any kind has to 
be made in the printed form, it should be signed by the Gazetted Officer 
in charge. The more important objections which are likely to lead 
eventually to a reference to the Head of a Oepartment or superior 
administrative authority should not ordinarily be issued without the 
approval of the Deputy Accountant General. 

NoTi:— la scrutinising objections, it should bo bome in mind that the dUcretios 
vested in Audit Officers bj Article 1S6 should be frtelj exercised 

529 Both the G.nzetti'd Officer and the Superintendent, when re- 
vieMing the acoinmts of Divisinn.il Officers, should specially bear in 
mind the requirements of higher .Vudit. I'idr Articles l-iJ) to ISl. 
Tliey should further see that Divisional Aecnuntants appear to have 
attended to their audit .and ai-count duties satisfactonlv Should there 
be any evidence of slackness, or disregard ot prescribed rules nr pro- 
cedure, on Ibe part of th'* latter the Deputy Aoeonntant General should 
be informed, nnd SHi.'S'evtr.rjn® for ft*#* of the aecosiarr admonition 

Or for other action should be made to that officer 


■ot Aiiftit 


■oflc 223 , Article 530 ^ 

SiiMilult tliO follomng for tbo litBt Mntonco of this Article 

-Theoudit of the divisionsl sccoonts of o '’“"‘I'’ 

Jin.imeto cooblothe CompiUtion Scotion to mciode them m 
hVan Acco“ptoftbo,amomonth ; , hero this,!, not possible the peoee- 

Iio .„ J^rticlo 133 may be followed. 


! be 
h«m 
the 
■'lint 
ndit 
« he 

completed hy all cnncernM sliontd he fixed and ns fnr ns possilde the 
programme of work, which should be clearly set out in the Office 
Mnnunh should he followed 


luro authorised in / 
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Post Review of Audit. 

531. The Accciuntant tieueral should arrange for a post review of 
Divisional Officers’ accounts m such a way as to ensure that the accounte 
of every division are rcMewed at least twice in two years, ouce by a 
Gazetted Officer and once by a membct ot the superintendin" staff. 
The Accountant General or his Deputy should keep a suitable register 
for this purpose, and every month, as soon as the accounts are posted, 
should indicate therein the Mames of the persons b> whom a review of 
the accounts is to be made, and the names oi the divisions uhich each 
should review 

632. The reviewing officer should subject the complete accounts and 
vouchers to a careful test-audit The scale fixed for the check is as 
follows — 

(a) For Gazetted Oncers . — The same as that fixed for the eiUTont 
review by the Superintendent (vide Articles 523 and 524), 
and one half of the review work should he devoted to a 
re-check of the review which has already been done by the 
superintenditig staff 

{&) For Supermtendini; Staff —Complete re-audit of the wrk done 
by the auditor, inthnuf a re-check of the revie^v which hos 
already been done bv the superintending staff 
It should be seen that the accounts and vouchers hare been properly 
audited and due objections taken The tVorlcs Audit Regi<iter and the 
Objection Book should be examined to ascertain that they are properly 
kept \n accordance with rule and that a <^nfficscnt check exiets over 
charges as well os outstanding items The Gazetted Officer should 
initial the documents and registers m the same way ns the Superin- 
tendent 13 required to do in respect of the current review, and when 
the review is made by the superintending .staff, the procedure will be 
the s.arae as that prescribed for observance in the original audit by 
auditors. 

633. The reviewing officer should submit, through the Depu^ 
Accountant General, s report of his audit to the Accountant General, in 
a form to be preserihed by that officer. The report Bhouhl be made in 
ft bound hook and should show only important errors and irregularities. 
Defects of procedure shonld receive special attention 

534. The work of post review should be carried out. as far as 
possible, by senior members of the office, and should not be entrusted 
to very junior Gazetted Officers or Accountants Tt should in no case 
be entrusted to probationers, unless for purposes of training, in which 
case the account reviewed should not bp included in the preserihed 
nurrber 

535, Any portion of the check which is exercised hr a Gazetted 
Officer in the course of his ordinary duties need not again be exercised 
by him or by any other officer in the course of his review. Birailarly, 
any portion of the current rerievr or check which is exercised by a 
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member ot the supetintending staff need not again be ezercised by 
him or by any other member of that staff in the course of post review. 
Detailed orders on this point should be inserted in the Office Manual. 

636. If necessary, the Accountant General may select one Senior 
Accountant who is not in charge of a section of the Works Audit 
Department, and may regard Mm as a Gazetted Officer for purposes of 
the post review. 

537. A period should be fixed by the Accountant General for the 
completion of a Gazetted Officer’s review and its submission to him, and 
any failure to complete a review within this period will constitute an 
arrear which should be treated as prescribed in Article 9S-A. 

Supervision of Divisional Accountants 

538 The relations of the Audit office with Divisional Officers of 
the Public Works Department arc set forth m Chapter IV of the Public 
Works Account Code. Inasmuch as the Divisional Accountant em* 
ployed on conducting the preUtninary audit check in divisional offices 
and on consolidating and compiling the intial accounts of transactions 
into the accounts rendered to audit is a subordinate of the Accountant 
General, and is posted by him to a divisional office, the Audit office is 
also reyionsible that the work entrusted to the Divisional Accountant is 
done efficiently. The administration of the establishment of Divisional 
Accountants is, therefore, an important function of the Works Audit 
Department. The responsibility for this work devolves personally on 
the Deputy Accountant General. 

639. The Deputy Accountant General Is responsible for giving ade- 
quate p-actical training to every Divisional Accountant who is either 
on probation or is still junior and inexperienced, so that a trained 
accountant may be attached to each divisional office See paragraph 93 
of the Public Works Account Code 

1 The posting of janior accountants to aew constTuction ot to 

divisions the accounts of which are either heavy or of a peculiar nature, should be 
avoided as far as possible 

640 If the accounts work of a division falls into arrears, or if 
there fire signs of any confusion therein, the matter should promptly 
receive the careful consideration of the Accountant General, who should 
not onl.r move the Divi'sion.il Officer (or the higher authorities of the 
Public Works Department, if necessary) to take necessary steps to 
remedy the defects, but also suggest for constderatinn such ronicdies 
as may npuear suitable, and, if neces«ifiry, render such temporary help 
os he mav be in a position lo give In serious cn.sc.s. it may he advisable 
for the Deputy Accountant General or a Gazetted Officer to sisit the 
divisional office and to discuss ihe Aituatinn personnll.v with the Disision- 
nl Officer and the Divisional Accountant 

541 . Whenever a Divis5on.il Accoiint.snt is relieved of his duties 
in a divisional office, it should be seen that the memorandum referred to 
in paragraph 596 of the Puhlie Works Account Code is rceeivfsl from 
the Divisional Officer. This memorandum should be reviewed by the 



226 

641-543] OEKER^\Ii AliaANQEitENTS OF WOKKS AUDIT j'ClUP. 27. 

DEPARTMENT. 


auditor and tlie Supcrmtendent tor the division, and laid before the 
Uajiuty Accountant General for orders Points requiring Bction on the 
pan of the Audit ofGce should be taken up promptly. 

httsc^ancous. 

642. When a mmunnm period for the preservation of an initial or 
compiled account record xn a DiMsional or Sub-divisional office has not 
been prescribed ui the rules framed by the Central or Pros incifd Govero* 
meat for the destruction of records, (vide paragraph 693, P. W. A* 
Code), Divisional Officers are required to obtain the approval of the 
Accountant Genernl before destroying K any of the records proposed 
to be destroyed arc connected vnth n-orka or other accounts in progress, 
or are lilicly to he required at a future date for audit purposes, the 
Divisional Officer should be advised to postpone their destruction Such 
advice should be offered only xrith the approval of the Accountant 
General, and, as far as possible, the periods of preservation prescribed 
for corresponding records of the Audit office, vtde Article 95, should 
be taken as o guide- 

t This cntcTioa should also be applied ia sentuiisisg 0x17 rules as re^rds 
destruction of records f^bich the local GoccromcDt may propose to introclui’o 

2 Copies of sub-dmslottal cash books or of other afroiiat tecorfis wliich Sub- 
dui* onal Officers submit to the Picisioml office should be irMtcd .ns otigjwfl nccouwt 
reroids and not 09 copies, as the r>'r)sionaJ Officers’ accounts rendered to the Audit 
office ,ire based on such copip* -Tid no* ©n the ononis thereof 

543. A Note Boob, in Kintflble form, should be asamtaiued by each 
auditor for keeping notes of all points nhich have to be kept in mind 
as requiring action to be taken thereon, but which cannot be noted in 
any Part of the 'W^orks Audit Begwter Dach entry should be made 
concisely but in full detail, so that the action to be taken may be 
readily understood A note quoting necessary references, should be 
made against e^'ch ontrr. in due eoimc. to indic-ate the action taken, 
so that all poin^*! etill requiring attention xnav he known at any time 
The Note Book should he reriesved monthly by 'the Superintendent. 



227 


Chap. 28.] sckuti.'jt of sanctions ano onoERs. [644-545 


Chapter 28. — Scrutiny of Sanctions and Orders. 


Saoctionj oad Orders 
Technical Sanction . 
AdjnuuatratiTe Approral 


Excesses oxer Estimates 
Special Financial Sanctions 
Scrutiny and Itegutratios of Sanc- 
tions and Orders 


643 

649 

651 


Sanctions and Orders. 

644. Expenditure on a work must be covered by — 

(а) a sanctioned detailed estimate for tlie work, 

(б) an appropriation (for each year during which any expendi- 

ture is incurred on the work), which may be cither for the 
work by itself or for the whole unit of appropriation 
within which the work falls along with one or more other 
works, according to the rules on the subject prescribed by 
the Government concerned 


In some coses separate financial sanction of competent authority 
Either o£ the Audit 'nay also be necessary under the provisions of 
■ ' any of the rules and orders cited in the margin, 

before any expeiiilitiue can be incurred on a 
work. In the case of central works, such sanc- 
tion, when accorded by the Government of 
Tiidia in the Finance Department, is termed 
“ expenditure sanction ” , see paragraphs 55 
and C6 of the Central Public Woi'ks Depart* 
ment Code 


Besolutiona reforred to id 
A rticles lOi (5) and 
104 (0). 

Tlie CiTil Semcea 
(Classification, Control 
anil Appeal) Buies 


Financial nilM and 
orders of the GOTcmnicnt 
concerned 


Technical Sanction 

645. As to (a), all that is pss<*ntial for audit purposes is th'* technical 
sanction of competout authori’ty to a derailed f'ual estimate of cost, as 
distinguished from a rousih o\ prehmiiidiy estimate, such as is usually 
prepared, by the Public Works Department fm nbtain'UiT tlie adminis- 
trative np])ro\al of other departments to works m which they are in- 
terested Unless, with the ^••»n^’Ul i ei,. e »f the Anrht'ir Orner.sl the 
Government concerned has s-icenlh desired this thr Aiuiit ofTico is 
not required to see th.it the work has received the necessary ndminis- 
trative approval os well or that the amoniit of the tochnira' sanction 
does not cxeced without proper authority the amount of the admiiiis- 
trative approval . Imt sec Article 'Ufi Ttnforo ncccptmcr ui nndit the 
technical sanetmn to a detailed obturate it must hnuever he seen that 
if anv scpar.ate financial sanction is also u"ceis'irv CArt'cle r>ni, it 
has been accorded hv conmefent authoritv and that the aii'mint of tlio 
estimate does not oxeoed the amount of such sapction 
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Administrative Approval. 

646. Both m Governors’ provinces and elsewhere, in respect of civil 
works of the Central Government for which the administrative approval 
of the Government of India, or of officers of Central departments not 
under the control of the local Government, is necessary under rule, the 
Audit office is required to see (1) that such approval has been commu- 
nicated to audit, and (2) that, if the amount of the technical sanction 
exceeds the amount of the administrative approval, the excess has been 
approved by competent authority. Similarly in respect of both Civil 
and Irrigation works, where Public Worlts officers are authorised to 
accord technical sanction to various component parts of a project 
after it has been administratively approved, the Audit office is to see, 
m addition to the above mentioned points, that if the amount of technical 
sanction to any component part exceeds the provision therefor in the 
project estimate which has received administrative approval, the excess 
has received the approval of competent authority. 

647 Deleted. 


Excesses over Estimates. 

648 If, under the provisions of any rule or order {e.g., paragraph 
98 of the Central Public Works Department Code), a competent 
authority holds that the preparation of a revised or supplementary 
detailed estimate, to cover an actual or probable excess over a sanc' 
tioned estimate, is unnecessary, and it condones or permits the excess, 
as the case may be. the order passing the excess will take the place, 
for the purposes of Articles 644 (a) and 545, of the technical sanction 
to a detailed estimate in respect of the excess 

Special Financial Sanctions 

649. Ordinarily, all cash, stock and other charges incurred on a 
work which are covered by necessary appropriation are admitted in 
audit against the total amount of the technical sanction, if they are 
supported by proper vouchers where necessary, further detailed examina- 
tion being left to the Divwional Accountant and the Inspecting Officer in 
accordance with the rules in Chapter 2X1 of the Public Works Account 
Code and in Chapter 44 of this Code But under the provisions of the 
rules and orders I’eferred to in Article 544, Divisional Officers are 
required in some cases to obtain the special sanction of a higher authority 
in respect of any items of expenditure chargeable against the sanctioned 
cost of the work, and when such special sanction is necessary, it is inti- 
mated to the Accountant General for audit purposes. Special sanctions 
accorded by the Divisional Officer himself, in the exercise of his own 
powers, are communicated to the Audit office only in the case.s referred 
to in paragraph 105 of the Public Works Account Code, as the audit 
ot expendi^re against other sneeial sanctions accorded by him is con- 
ducted, in his own office, by the Divisional Accountant. 
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550. The following are cited as examples of cases in which, in Minor 
Local Governments, the total cost of individual works or certain special 
charges included in sanctioned detailed estimates for works, as the case 
may be, usually require the special financial sanctions referred to m 
Articles 544 and 549. 

(1) Expenditure on the hire, purchase or construction of residen- 

tial buildings, on additions or alterations to existing residen- 
tial buildings, or on connected installations (heating, 
electric, water-supply, %amtary, etc.), or other amenities 
{t.g., tennis courts, furniture, etc.) 

(2) Expenditure on ecclesiastical works. 

(3) Local purchases of imported stores. 

(4) Entertainment of work-charged establishments. 

(5) Acceptance of tenders for contracts. ' , 

(6) Purchase of live-stock or oCBce furniture 

(7) Write-off of losses, and depreciation of stores. 

Scrutiny and Registration of Sanctions and Orders 

651. (a) Every sauction, whether relating to expenditure on works 
or to revenue or other transactions of a division, should be audited 
(Article 125) as soon as received and, even though it may be placed 
under objection (Article 730), it should be entered m the relevant part 
of the Works Audit Register for the division, the entry being attested 
by a member of the superintending staff. In c.ases in which a sanction 
authorises expenditure which is known to be recoverable from a third 
party or which is required, under rule to be so recovered or to be ulti- 
mately adjusted otherwise, the necessary note of the recoveries or ad- 
justments due should be made simultaneously in Part IV (Orders of 
Special Recoveries) of the register, unless the recoveries are being 
watched separately through one of the prescribed Schedules 

f6) Similarly, orders of appropriation should be noted in the 
Works Audit Register after they have been scrutinised m aeenrdnnee 
with the rule in Article 200 
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Chapter 29.— Works Audit Eegister. 


Fom . . , 

Sanctiona to Works 
Other Saactionaand Orders 
B&cctioas to Filed Chsrgos 
Saactiooa to Cooiractu . 




. sox 
. 663 



. 65S 



. 63!) 



. 660 


Orders ot Special IWcovefics , 

Ktiseeliaocotu SaacUoaa ftod Orders 
*^Correooy of tbs Ilegistet 
Chock ol Pdatings . 


661 

6G2 

SQ3 

565 


FoTm 

C52. A register in Porni 6i, VVorks Audit Kegister, should be 
maictomed, separately for each <livisiO)idl office, for keeping a collective 
record of all sanetJons relating to the audit of transactions included in 
divxsionjftl a(.counts, and u? the audit conducted against tbem during 
a year This register is divided into five parts — 1. — ^Sanctions to Works, 
n — Sanctions to Fixed Charges. IJI — Sanctions to Contracts, IV.— 
Order's of Special Recoveries, and V — Miscellaoeous Sanctions 

1 it >? optional Tilth {he Ac«ouo(.nBt Genmt to entrust the *rfc!iJurT Aw5it 
llej)%Tniu'’nt with the audit of Public \Vor1ea eoBtisgent charges inclnde'l in dM- 
aionnl uciounts, \x<ie Article 518. Wbetber thu audu is entrusted to tba Treasury 
And I or ihe Works A«Qit bepartraeot, the procedure prescribed lo Cliapter 12 should 
Lt but la the litter case the i>cpar.Uu register® ot Special and Fixed c5>aigf» 

3J5 and Slu ) mil be teplaecd b\ Parts II nnd V of the Work* Audit 


Sanctions to Works. 

553 Part I of the register deals with all banetion? and orders 
relating to a work as a vbole .ind Tritfi the expenditure recorded there- 
agsinst. In tins part are entered all works executed in the division, 
incl'idinc Govcrnroent ivorks for other divisions and offices. noa-Govero* 
meat works, and TOaTmlr-tiuTc operationi., workshop jobs, anS othef 
works and items of cxpcmlltnre chargeable fo Stock and Tools and 
Plant. 

654. Works should he irronpcd in this part of the register in such 
» way as to collect together all works falling under a unit of appropria- 
tiou, as well as tho.se f.-iilms under a detailed head oi account. Scp.arate 
folios or sets of foiled, should tboioforo he resorretl for each such divi- 
sion The folios so rcscrTod O.ni-id h« arranged m th“ prescribed order 
of minor and detailed heads suhord’nate to each maior head, nnd in the 
ease of "41 — Civil W«VTks ** in Governors’ provinces, the Central, 
Provincial Rcserveti fif awv^. nnd Provnneud 'Transferred transactions 
should be rceorded in three different seetions in the order .shown, 

555. The entries of the month’s cxnendihirc nndor each of the proapa 
nnd detailed bead-, referred to in Article 554 should be totalled monthly 
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and in cases in which a liunp sum appropriation is required, under rule, 
for any group, the progressive expenditure of the year should also be 
worked out and noted underneath, m blue or green ink. At the close 
of the year, the year's total for each detailed head should also be worked 
out and noted in the column for “ Remarks.”. 

656. Part I, thus written up, will show, month by month, the 
progress of expenditure on each work, as well as on each group of works 
for which there is a separate appropriation. If there are any other heads 
of accounts for which there is a separate appropriation in any division, 
one or m ore folios of Part I of the register for that division should be set 


Page 231, Arlxcli 557«A — 

Insert the following as a new Article : — 

6 j7-A. The following points sliould receive special attention in writing 
up Part I • — 

(1) Column i.— “Serial Number”.— Entries under each detiiled head of 
^^oount should be numbarod in a aoparate series. A number should bo 
^^signed to a work, and an entry should be made in respect of it, as soon as 
any sanction or order of appropriation relating to it is received, or o.^pon- 
diture on it appears m tho divisional accounts. 

{i) Columtia 3 and — “Sanctioned detailed estimate”. — (rt)Tocbmcal 
. . .i> , . ”ieso column^. 

■ • preceded by 

* • le drawn a 

line and below it should be noted the total amount of the sanctioned 
estimates. Th** amount of a revised estimate siiould be preceded by the 
letter “ R,” which should also be in rod ink. Orders passing excesses over 
technical Sanctions should also be noted in these columns and tho entry of 
the amount, preceded by tho letter “E” should be put within brackets, bo 
as to distinguish it from ontrios relating to sanctioned detailed estimates. 

(5) In cases in which, in accordance with any rule, tho preparation of 
detail^ estimates for annual repairs to liuildiQgs has boon dispensed with 
by competent authority, the entries in these columns will bo in respect of 
tho standard lump sura limits of cost prescribed from time to timo Similarly 
if tho preparation of a detailed ostiiuato for u petty purchase or manufacture 
of Tools and Plant, or for tho manufacturo or colhction of stores, is unneces- 
sary under any rulo, tho amount of the charge authorised by competent 
authority should ho treated as tho amount of the technical sanction to a 
detailed estimate. 

(e) If a substantial portion of a work has been abandoned, the estimated 
cost of tho abandoned portion should bo deducted from tho estimated cost 
of tbo wholo work, so as to arriro at tho net operative amount of tho 
estimato. 

(3) Col ■ ' ' ^ *’■ ” T''-*'* * ’umns are intendfd 

for noting ; ■ In cises in which 

funds *ro . ■ ■ ■ ■ ■ . • ■ • tier will bo noted 

against tho - 1 noted in a suitable 

a<.a!rrn<wl to tlio totnl of the praaD of works makin? un tlio unit for 
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552-555} 


Chapter 29. — ^Works Audit Register. 


Form 552 

Sanctions to Works .... 653 
Other Sanctions sad Orders . . . 65S 

Sanctions to Fued Charges . . . 639 

Sanctions to Contract* .... 669 


Orders of Special necorenca . . S&l 

Misc^aacoos Sanctions and Orders . 563 

*OiTTfsncy of the Bepster . • . 565 

C%cck of Postings .... 663 


Form 

552. A register vx Form 61, Works Audit Register, should be 
maintamed, separately for each dmsiobal ofiice. for keeping 8 collective 
record of all sanctions relating to the audit of transactions included^ in 
divisional accounts, and of the audit conducted against them during 
a year This register is divided into five parts — I. — Sanctions to Works, 
II. — Sanctions to Fixed Charges. Ill — Scnetions to Contracts, IV — 
Orders of Special Recoveries, and V — Miscellaneous Sanctions, 

1 It 18 optwn.ll with the Accountant Oencml to crtnist the Tren3ur.T Audit 
Deparini.’iit with the audit of Public Works contingent charges wcladed 
Bioim! .iciounts, tide Article 616. W'hethef the audit u entrusted to the Treasury 
Aud I or the Works Audit Departmocc, the procedure prescribed m Cnapter 12 elioiild 
U iihsi’ncd, but lo the hitter case the separate registers of Special and Fixed charges 
{rtifi le* 315 mi 31l>t will b© replaced In Parts 21 and V of the Works Audit 


Sanctions to Works. 

553 Part I of the register dcaH mth all sanction? and orders 
relating to a work at, a whole nml with the expenditnre recorded there- 
against In this part are entered all work? executed in the flivj'?ion, 
incliulinir Government works for other divisions and offices, non-Go\ern- 
ment works, and manufacture operations, workshop jobs, and other 
works and items of expenditure chargeable to Stock and Tools and 
Plant. 

554. Works should be jrronped in this part of the register in such 
B way as to collect together all works falling under a unit of appropria- 
tion, a.s well as those falling under a detailed head of account. Sep.arate 
folios or sets of folic^ should, tberef^'rc be reserved for e.ich such divi- 
sion The folios so reserved should he arranged in th" prescribed order 
of minor and detailed heads subordinate to each major he.ad. and in the 
case oJ " 41 — Civil Works ” in Governors’ provinces, the Central, 
Provincial Reserved fif an.vl. and Provmciel Transferred transactions 
should Vie recorded in three different recUons in the order shown. 

555 The entries of the month’s expenditure under each of the groups 
and detailed beads refern^ to in Article 554 should be totalled monthly 
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and in cases in wlucli a lump sum appropriation is required, under rule, 
for any group, the progressive expenditure of the year should also be 
worked out and noted underneath, in blue or green ink. At the close 
of the year, the year’s total for each detailed head should also be worked 
out and noted in the column for “ Remarks.”, 


556. Part I, thus written up, will show, month by month the 
progress of expenditure on each work, as well as on each group of works 
for which there is a separate appropriation If there are any other heads 
of accounts for which there is a separate appropriation in any division, 
one or more folios of Part I of the register for that division should be set 


PoQt 2S1, ArtxcU 557*4 — 

Insert the following as a new Article : — 

637-A. The following points should recoiva spocial attention in writing 
up Part I . — 

{1) Column J. — “Serial Number” — Entries under each detailed head of 
*®count Bhoald be numbered in a separate series. A number should bo 
^^igned to a work, and an entry should be made m respect of it, as soon as 
any sanction or order of appropriation relating to it is received, or expen- 
diture on it appears in the divisional accounts. 

(2) Colum}ia 3 and 4 — "Sanctioned detailed estimate”. — (n) Technical 
sanctions to working detailed estimates should bo entered lu theso column*' 
The entry of the amount of a supplementary estimate should be preceded by 
the letter “S” in red ink, and underneath the amount should be drawn n 
line and below it should be noted the total amount of the sanctioned 
estimates. Tho amount ot a tensed estimate should bo preceded by the 
letter “ fl,” which should also bo in red ink. Orders passing excesses over 
technical sanctions should also be noted in these columns and the entry of 
tho amount, preceded by the letter “E” should be put wjthm brackets, so 
as to distinguish it from entries relating to sanctioned detailed estimates. 

(b) In cases in which, m accordance with any rule, tho preparation of 
detail^ estimates for annual repairs to huildiogs has been dispensed with 
by competent authority, the entries ID these columns will be in respect of 
the standard lump sum limits of cost prescribed from time to time Similarly 
if tho preparation of a detailed estimate for a petty purchase or raanufacturo 
of Toolft and. riant, or for tho uiaauOi.ataco or coU'^otioa of stores, w utunicea- 
sary under any rule, tho amount of the charge authorHed by competent 
authority should bo treated as tho amount of the technical sanction to a 
detailed estimate. 

(c) If a substantial portion of a work has been abandoned, the oetimatod 
cost of tho abandoned portion should bo deducted from the estimated coat 
of tho whole work, so as to orrivo at the net operative amount of the 
estimate. 

(3) Colu ■ • ' ’ ”* - 7 *’ . . lumns are intended 

for noting • • • • In ciscs in which 

funds are a ■ ■ ■ ' ■ ■ "dcr wiH bo noted 

against the • ■ " .■'* '■ . loted in a suitable 

place assigned to the total of the group of works making up the unit {< 
which a lump sum appropriation is made. In tho cose of ■ ” . 

PAtt ' 
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and in cases in •which a lunj^ sum appropriatwn is requited, under rule, 
for any groups the progressive expenditure ot the year should also be 
worked out and noted underneath, in blue or green ink. At the close 
oi the year, the year's totat for each detailed head should also be worked 
out and noted in the column for “ Kemarks.”. 

656. Part I, thus imtten up, will show, month by month, the 
progress of expenditure on each work, as well as on each group of works 
for -winch there is a separate appropriation. If there arc any other heads 
of accounts for which there is a separate appropriation manydmsiou, 
.oae.or more tohos.of Part l o f.thc jecatcr.forj ^BtaatadrigS^^ t 

»oib and isolated woiksoxcc«t«l on ot ^Lesenbed * 

Beats, the rnlries in lUcao columua ,lenoa‘t, . ‘"art below » 

Ube deposit rccrlwl. Of. If there « We al«o 

rexpendituro tobo incutn.-d duftngthojc , 

Id Article 670. end ofthoyo^ , 

(« eo(«mn S.~" uorb= <■«>' .t bo ' 

»d m the eaeeqC vtotke ewrtrf tot tbo ptogttew' 


ay) shown in colutnn 0 
9 the end of tho yoa». 

(5) CeiumnlO.— 

'fe assessable t*' 

Wd- . .• • 

lbe< »•,■ 
sU e • 
two 
Codt 


of work" 


tuo I”'. S'r- ''‘--t 


(5) iu««e»:o 
recorded, the entries beibg 


» ahoUld 0l80 bo 
tS*'tbo30 rclat.r.8 to 

« fthould bw niado m tlics*’ 

columns only when ^ ’ • 

as er^ • 
ink, a 

to^®. ■ • „ 


bo onbir"'- 

STo woik " tojiottod a« 
,0 ,r»w for tbo tcinirinliig 
'• jiQled against it in tbo 


»■'» bi .. tl,!s cototnn .liouid bo Mtod nny_ 

{!) ■ ■ ' ■ 
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Chapter 29._Works Audit Register. 


Fona 

Sanctiong to Works 
Other Sanctions and Orders 

BanctioDs to Fired Charcrca 
Sanctions to Contracts ! 


^ Orders of Special Recoveries 

658 Sanctions and Orders 

659 ‘^^“rrency of the Kegister 

660 Check of Postings 


661 


663 

665 



Chap. 29.] 


WORKS AUDIT REGISTER. 


[655-660 


and in cases in whicli a lump sum appropriation is required, under rule, 
for any group, the progressive expenditure of the year should also be 
worked out and noted underneath, in blue or green ink. At the close 
of the year, the year’s total for each detailed head should also be worked 
out and noted in the column for “ Remarks.”. 

656. Part I, thus written up, will show, month by month, the 

progress of expenditure on each work, as well as on each group of works 
for which there is a separate appropriation. If there are any other heads 
of accounts for which there ’ * ‘ . • • • : . . i ^yision, 

one or more folios of Part I be set 

aside for recording the mon * heads. 

Entries on these folios shou’ _ . ... nation 

and expenditure, in the same way as those relating to works, the figures 
of expenditure being taken from the Classified Abstract of Expenditure, 
P. W. A. Form 74, or other schedules pertaining to the accounts of the 
division. In respect of suspense heads, if the appropriation is only 
for the net charge under the whole minor head *‘ Suspense," the 
month’s expenditure to be posted in Part I will be the figure described 
as ” Net Debit to Suspense ’’ in P. W. A. Form 74 But, if there is a 
separate appropriation for each suspense head, the form of Part I 
will not he suitable 5 in this case, the form may be suitably modified. 
The form of the broadsheet (Form 64) may be used with advantage (a 
line of the form being reserved for each suspense head), provided that 
two columns are inserted in it, one for the net appropriation, and the 
other for the permissible limit of the balance, (i.e., the opening balance 
of the year plus the appropriation). 

657. Under each detailed head of account, oil entries relating to 
the working estimates of the same project should be grouped together 
in the Works Audit Register, and the figures of sanctions and expendi- 
ture should be totalled, so that the total expenditure on the project, 
under each head of account, may be known at any time 

Other Sanctions and Orders. 


658. Parts 11 to V of the register deal with all other sanctions 
and orders, including those relating to special charce^, 
non-recurring, debitable to the sanctioned detailed estimates of work 
the arcounts of which are maintained in Part I 


Sanctions to Fixed C^'orges 

659. Part n retates to sanctions to poriodical 
connection with work-charged e«?tabli<?hinpr*‘ or on 

Sanctions to Contracts. 

j iv such sanctions relating 
560. In Part HI should he registered commtiniV.ifed hv 

to oontmets for works, supplies.^ carria^ c a special agree- 

antliorities higher than the Divisional ngrccmcnt used slionld 

ment is drawn up in any case, the form ^ 
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- Rcn Rcn — * — — — 

Ko, 126. • 

PaQ^ 232^ Artidt 650 — 

For the trords "column 7** and “column 6” wherever they occur, 
siibsMate “ column 8 " and " column 7 ’’ respectively. 

(Audit Code, Vol. I, let Eda. (2nd Rep ), No. 123, dated 2ad dannai^ 1&37.] 


iticit-iictt lo lue pageb ot the hie 

\ litases, luii otiiei sju^itaT agwciaeats, ttheteuadef payuicnta arc to be niade 
to Oo\iHU)C‘Ut b) the paru« co»<.i'nw.’<t, gtioutd not be entered in thi? part, but 
the iieiessary attes of recorencs should be mido in fart IV. 

Orders of Special Eecoveries 

561 (a) Part IV is intended to facilitate a watch over special 
recoveries of all kinde. winch may be onleretl bj corupetent autUontics, 
or prtnnr^ed by the Divisional Oflicer, tvbether as the result of amUt 
en<|i\jrieH end f'bjec’jons or otbenvise , 5ee aKo Article 551 ^o} and Kule 
1 to Article 5G0 

1 Thr term reeovcfy as used la ib»t clause includes uet only riccipt* ind rccov- 
^•ries creditable to reremie beads, but also tm'ip's and rccovceics laKcn )» 
reduition of expenditure Thus, anticipated crdits oo account of sa’.e-proccciU 
of niutenols recciecd from disnuiotKiJ buildings, and of larplus matenoh nnd pj.int of 
eloced or abandoned uoiks, should be t'Mtbed tbroogb Uus part Similuty, cecdits 
to tliH EUt'bc.id " Land, Ililns. etc,'’ of tbo suspenv: head “ Slock " sboold oho be 
Matched throuph thi« part the <ird"re parsed by competent nulbonty ns to the mode 
of eWranee [tuls paragraph S»5> (b> of tbo Public VTorks Accounts Coda] of expend!- 
tuco clurged to the sub bead being noted m it for tbo purpose 

(b) Under thrt mle. orders relating to recoveries on account of rents 

Will fll*.© be entered tn this part, but the first entry giting 

effect to the orders appears m the divisional Schedule of Rents, of Build, 
inps and Lands. P W A Porm 75, the entry in this part should be 
closed. MJth a suitable reroaik attested by a member of the superintend- 
ing Btaft. 

VoTi. — Tbc entry vhicb « required to be wade ie Part IV of the Audit ttegi'ler 
under Ih' above clause oi'vy. hoirerer, be dispensed mth, if bmc or revised standard 
ron{» arc noted nod attestid in colomas S and 4 of the P W A. Form 15 ia the 
Audit ^£Ece on receipt o! sanrtiona 

(c) Sinulatly, orders relating to recoveries which have to be ivatehed 
through the account " Afiscellaneous P. V>. Advances’* should be noted 
in this part to be watched until the entri- can be closed on the nece-isaTy 
debit appearing in the d«v)«ional Schedule of Mkcellaneous P. W. Aih 
vaiiccs, P. W. A. Form 70. 

Ul'i (i) In respect of recoveries from contractors, only such of them 
^lii.nhl be entered in this register as cannot nt once be brought to Recount 
in the Ledger, tide paragraph 370 of the Public 'Worts Account ('ode. 

(ii) But in provinces in which the Contractors' Ledgers ami the 
Registers of Rents of Buildings and Lands are not audited centrally 
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(paragraph 677 of the Public Works Account Code), all special re- 
coveries ordered or promised in connection with these accounts should 
oidmarily be noted in Part IV, as also all charges recoverable from 
contractors which may be noticed m the course of the audit of divi- 
sional accounts The Accountant General may, however, prescribe an 
allouialivc procedure, wUh the approval of tlie Auditor General, the 
point to ensure being that debts due by contractors may not be overlooked. 
See also Article 130 (/) 

(e) No entry need be made in this Part in respect of recoveries 
watched through the Objection Book. 

Miscellaneous Sanctions and Orders. 

662. Part V is intended primarily for all other sanctions and orders 
against which audit of expenditure brought to account by Divisional 
Oflicers may have to be conducted, cjr., sanctions to local purebaso of 
imported stores Sanctions to remissions of revenue may also be entered 
\n this part. 

Currency of the Register, 

563. The Works Audit Register should be closed annually, apd sanc- 
tions and oider.s winch have not been completely operated against should 
be enmed forward to the following year’s register {with all necessary 
particulars in respect of the expenditure already incurred there 
against), The entries being attested by a member of the superintending 
stall! as in the case of fresh entries This action cannot, however, be 
completely taken until the Supplementary accounts of the year have 
boon audited completely But it is permissible, without waiting for 
tins e^•e^t, to transfer to the new year’s register such items of the old 
register as have to be subjected to audit m connection with the divi- 
sional accounts of the new year. In such cases, the audit of trans- 
actions appearing in the Supplementary Accounts will nevertheless be 
recorded in duo course m the old register, and it will, therefore, be 
necc'-s.srj’ (1) to effect all consequent corrections in the entries trans- 
cribed to the new register, .and (2) to renew, where necessary, the audit 
presnously conducted. 

1 Petries relntinij to works on which no eipenititure has been recorded for tia 
months confinuouslT need not lw rimed forward at oneo to the next year’s Works 
Audit Ilcpister. unless the rerorded expenditure is in excess of the eslimaf*. hot 
an cnqiiiry should bo made of the DitisiobiI Officer whether the acronnls of the 
work should not be considered ns closed The entries shooM nitunately be trass- 
firrcd if the account js reported to be open ebU. 

664 To reduce tin* clerical labour connected with the opening of 
new regiriers every year, two-yc-srly or thrcc-ycarly registers rasy, if 
desired, he introduced by the Accountant General For this purpose 
it will he permisrihlp to insert extra inner leaves or to .adopt any other 
device, and even to alter the prcserihiHl arrangement of eolumns 
L4AOO qS 
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Check of Postings. 

565. The Aceomitant General wHl make suitable arrangements for 
ensuring the accuracy of the postings in the Worts Audit Register. 
As regards Fart I, if ^he check of postings and totals is entrusted to a 
clerk, it will be a cent, per cent, check, but if the work is entrusted to 
a member of the superintending staff, a ten to fifteen per cent, check, 
conducted intelligently, may suffice For Parts II to V, no special 
check by a member of the clerical establishment will be necessary, as 
all tlie entries are required to be examined by a member of the superin- 
tending staff, Article 523. 
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Chapter 30.— Audit of Vouchers and Schedule Dockets. 


Oecenl » 
Scliedule Dockets 


6 Qe Vouchers 5ft8 

Gchedule Docket for Fercentsge Decor* 

CS7 enea ...... 577 


GeseraL 


666 Wken conducting the audit of ScheduJe Dockets and accom* 
panying vouchers, the instructions given in Article 592 in respect of 
transactions -with contractors should be specially borne in mind. 

Schedule Dockets. ' 

667. Schedule Dockets in P. W. A. Form 61 should be examined to 
see — 

(1) that, except in respect of unvouebed charges (vtie paragraph 

576 of the Public Works Account Code), there is a voucher 
complete and in due form in support of every charge, 

(2) that necessary particulars of all cash refunds are given and 

do not indicate any financial irregularity, 

(3) that all other credit entries (<e., all transfer credits) are 

counter-balanced by one or more items of charge in other 
schedule dockets or schedules, 

(4) that the net charge of the month b arithmetically correct and 

agrees svith the corresponding entry in the schedule con« 
cemed, and 

(5) that each docket hears the initials of the Divisional Account- 

ant. 


Vouchers. 

668 In applying to vouchers the check referred to in Article 567 (1), 
the general instructions given in Articles 130 and 131 of this Cod© 
and in paragraph 546 of the Public Works Account Code should he 
followed unless there he something repugnant in the subject or context ; 
and the rules of the Public Works Account Code relative to the prepara- 
tion and completion of vouchers and the special points enumerated in 
the following rules should also he home in mind. 

669. It should he seen that every voucher hears the dated initials 
of the Divisional Accountant in token of the prelimina^’ check which he 
is required to conduct under paragraph 555 of the Public Works Account 
Code. 
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AUDIT OF VOUCHERS AND SCHEDULE DOCKETS. 


[Chap. 150. 


670. In the case of a runnings account bill, which is not the first bill 
of a series relating to on aecoont, it should be seen, by reference to the 
last previous bill, that all “up to date” and other figures which are 
dependent upon the entries in that bill are correct, and, in token of this 
check, the auditor should note on the previous bill (with his dated 
initials) the number and date of the bill under audit, and ‘on the-lattpr 

Tin ■clir.iilrT n n t U I V I ' 

No. 125. 

Page 236, Article 571 — 

Insert the following at the end of this Article : — 

“ In the case of final bills, the date of actual completion ^ould ^ 
in column 5 of Part III of the Register when it should also be seen 
work was completed within the atipulated time.” 

[Audit Code. Vol I, let Edn. (2nid Rep.), No. 125, dated 2nd January 1B37.1 

572. In respect of payments to other contractors, whether on a first 
and final bill or on a running account bill, it should be seen generally 
that the value of work done, or supplies made, does not exceed the limit 
up to which a Divisional Officer is authorised to accept a tender for a 
contract. 

673 If any charge requires special sanction {vide Articles, 544, 549 
and 550), it should be seen that such sanction exists, and the charge 
should he noted against the entry of the sanction in the SVoi’lcs Audit 
Register. 

674 In respect of chafes on new supplies of tools and plant it 
should be seen that the articles paid for have been correctly brought on 
the relevant numerical account (P. W. A Form 13) on the authority of 
the voucher or account pertaining to the charge. 

575 In respect of vouchers in support of compensation for land 
acquired, the special rules m Article.s 586 to 588 sliould be obsen’cd 

676 Vouchers which are received as accompaniments to a Schedule 
Docket which supports a whole schedule, and not merely an item in a 
schedule, should be compared individually with the relevant items of the 
sche<]ule concerned, and it should be seen that all the vouchers required 
in support of each item have been rcceisTd It should furtlier he seen 
that the total of all charges of the schedule, excluding works expenditure 
for which separate Schedule Dockets exist, agrees with the net charges 
of the Schedule Docket, 

Schedule Docket for Percentage Recoveries. 

577. The mlcs in the foregoing articles do not apply to the Sehedu’e 
Docket for Percentage Recoveries, P. VT. A. Form 62. This Schedule 
Dockf't should be checked simultaneously with the schedules relatins to 
the expenditure on the works which are assessable to percentage reenveries 
on aecount of " Establishment,” “ Tools and Plant,” and “ Aecounts 
and Audit ” charges. Tt should be seen (1) that the charges shoivn in 
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1*. NV. A. Form C2, ximlor cnrh of ihr^c lip.nh, nrc correctly cnlciilatcil 

in ncfonlancc with rnli‘, f2) thnt m thr «*v|»i*tuliturc 

the total r.monnt of ihr-e chan*es lia^ ln*« n r«>rrcctly clrlntod to tti • rpi inmt 
of corli Work, and (3) that the rr***Jit'. <in mTnunl <»r roP.>\erii-H under 
each of the thro'* li* nd^ nro rrirrrcll\ lo nertmnl m nccordaiiee with 

the mips in SlatenKnl F. ('f Ai»i>rnd»\ 1 t«> tlie Pnhue Works Aecounl 
Cwle. fhu‘ . — 

" Kstahli'^hnv ut nso\erir* ’ cts " /Vdicrt IVnentir^o reco* 
>ories'’ in tlie (ria«siliM Alwtraet of Kxpemiiiui e I’ \\ 
A. Form “-J or in “ Itecnvcrii-s of Fxpemlilure " m the 
Sohoilnie loiirermd, I* \F A Form -ffi. ns liir cnM> niny 

(li) “ Tools nnd IMnnt " reeo\crieH ah '* JffilucI — recoveries ” in 
the Clnssificsl Al»strnel of Kxpemliiure. 1’ W A Form 
74 or as “ llecoxenes of I'liienditiirr " in 1*. W. A. Form 40, 
ns the CAM* may l»e, 

(iti) *' Accounts nnd Audit recoveries ns n itiiHii.* debit lo the 
major head “ 23-Audit “ in Die Schedule of Pchits to 
Mi«ccllancous Heads of Account (T. W, A. Form 7C) or 
fls a crctlit to “ XXXV*Miscclinneons~Fcc^ for Cosern- 
ment Audit " in tlic Schedule of Credits to Mtsccdlnncous 
Heads of Account (I*. W. A Form 70), ns llic ease ijiny 
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Chapter 31— Audit of Works Expenditure. 


Gorernment Works 
Deposit Works 
Takan Works 
Debits to Stock Aceonnt 


I^nd Acquisition charges 


678 
. 670 
. 683 
685 


Tools and riant . 

Contractors' Accounts . . 

Anrinal Certificates of Works Accounts 
Balances^ .... 


Special Rules for Project Estimates 



603 

504 


Government Works. 

678 The procedure for checking the Schedules of Works Expendi- 
ture, P. W A. Form 6i, relatii^ to Government works is as described 
below : — 

(o) The expenditure of the month relating to each work should be 
checked— 

(0 in respect of the works expenditure, with the audited net 
charges as shown iu the relevant Schedule Docket, P. W. A. 
Form 61, and 

(it) in respect of percentage recoveries (jf assessable thereto), with 
the figure shown in the Schedule Docket, P. W. A. Fonn 62, 
for such recoveries, 

and then posted in Part I of the Works Audit Register against the entry 
for the work 

J. In cases m which Schedule Dockets (P. tV A. Form 61) are not required 
to be eiibndtteij under the provisions of Rule • to paragraph 661 of the Public Works 
Account Code, it should bo seen that the neccssarr certificate has been recorded "bj 
the Divisional Accountant against the rcIcTant item in the Schedule of Works Expen- 
diture. 

(6) The progressive total should then be calculated by adding this 
figure to the progressive total as previously recorded in the register, and 
should be entered in it below the month’s expenditure, seeing at the tame 
time that it agrees with the figure shown in the column for “ Total 
charges up to date ” in the schedule. 

(c) It should also be seen that the progressive total does not exceed 
either of the two limits of expenditure, viz — 

(1) the amount of the sanctioned detailed estimate, as noted in 

column 3 of the register, and 

(2) if, under rule, an appropriation is required to cover the expen- 

diture of the year pn the work — 

(«) the permissible limit of fhc expenditure to the end of the 
year (as set forth in column 7 of the roister), if it 
is a work which was in progress at. the end of the previous 
year, or 
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(li) llic Appropriation for tlie jcor pi^cn in column 5 of Uie 
register, if it in a work startnl durinp Uic jear. 

td) If the nrork is shown in the sehcilulc ns completed, n note to this 
effect should be made in the refjintrr. and in case it in nn onpinnl work 
connectoil with o residential biiildmp. ectioii similar to that indicated 
m Uiiles 1 to 3 to paragraph 5D1 of the I’ubHc Works Account Code 
aliould be taken. 

(e) The several totals shoxvn m the schedule (ride Ilulc 3 to para- 
graph 50."i (6) of tile Public Works Account l*ode) sliould then be checked 
and agreed with the eorrespondinp figures ns worknl out in Part I of 
the Works Audi! Hepistcr. i-ic/c Article 555, and it should he seen 
that the progressiNo total for each group, for which there should under 
rule be a separ.ste appropriation, doe.s not cicccd that appropriation, 
os recortlr<l in column 5 of the register. 

Deposit Works. 

670* The Schedule •'f Deposit Works, V W A. Form C5, should he 
ehecketl a.s follows — 

(а) The works detodetl in Pan I of the schedule should first be 

taken up. 

(б) The month’s deposit (if any) for each work, as sliomi in 

column 5, should be posted in column 5, ** Amount of 
Appropriation.’’ of the Works Audit Register {quoting the 
name of the month in column 4 " Authority ”), and a line 
should be drawn lielow this entrj', and undementh it should 
be worked out the deposit up to date. 

(c) The deposit up to date, ns sliown in column G of the schedule, 

should then be agreed with the corresponding figure m 
column 5 of the register. 

(d) The raontli’s expenditure Khonld be agreed with the audited 

net chargcfl ns shown in the Schedule Docket, and the figures 
then posted in the appropriate monthly column of the 
register, ns in the case of works appearing in the Schedulce 
of Works Expenditure (Article 555). 

(c) The progressive expenditure sliould then he audited to see that 
it does not exceed either the amount of the estimate or that 
of the up to date deposit as recorded in the register. If the 
progressive expenditure exceeds the up to date deposit 
for a work, it should be seen that the figures of the excess 
(«■«., both the month's exce-ss and the excess up to date) 
are correctly shown in columns 10 and 11 of the schedule 
by charge to the head *' Miscellaneous P. W. Advances 

(/) If the work Is shown as completed, a note to this effect shonld 
be made in the re^ster in the manner prescribed in 
Note 6, printed on the fly leaf of Form 61, Works Audit 
Register, and it should be eecn that the Divisional Officer 
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ha^ taken action m terras of para^apbs S62 and 410 
of tlse Public Works Account Code, a-s tbe case may be 
In cases of omx«s»on on his part, his attention should 
be invited to the rules quoted and tlic adjustment should 
be Ti-atehed specially until the necessarj- plus or minHS 
entrj’ in column 5 of a future schedule (vide Rule I to 
paragraph 463 of the Public Worlcs Aecouat Code) settles 
the account of the work finally 

680 If anv report of the progress of expenditure on a Deposit work 
aceompames tiie .schedule for transmmioii to the responsible adminis- 
trator of the work (vide Rule 2 to paragraph 574 of the Puhlio Works 
Account Code), it should be verified and forwarded without delay. 

681 When the account of a Deposit work is finally settled, the 
Superintendent &hou’d see that the word " Closed " is written m red 
ink against the entry of the nn to date deposit in column 5 of the 
Works Audit Register so that sub-'equent expenditure against the deposit 
may no longer be admitted in audit lie >boa)d attest the entry 

582 Part IT of this .schedule, if it is received monthly, should be 
checked to see that all svorks winch were meUuTed m the previous month's 
schedule but do n(»t appear m Part I of the currant montli’s schedule, 
have been correctly detailed If this Part is not received monthly, then, 
wbenes'er it is reccis'cd. it should be seen that it shows, with correct par- 
ticulars ell unsettled Deposit works of the Works Audit Registn. other 
than those Which appear in Part T for the month. 

Takan Works 

C83 Entries in Part I of the Schedule of Takavi Worlis, P W A. 
Form 6C, should be checked and posted m the Works Audit Registei 
in the same way fls those m Part T of the Schedule of Deposit Works, 
the reali^iations being treated ns deposits After all the entries, including 
totals, etc. have been cheeked, the entries leading to the closing balance 
of the Account, Takari Worto; Advances, as shown m the abstract 
printed on the lower loft hand corner of the form, should be verified the 
opening balance being ngrecil with the closing balance of the previous 
month’s schedule. 

t Whfti a rcvlisation i* cTeflitefl in this 8eh«3ntc by debit to the loevl ledger 
iod “ /idmnees to C^Ith.ifors," it nhwjJd bo seen t?iat a eertifle.itc in the form 
ptes'-rib''<l in parngTaph 480 «vt the iPntjlie TToihs Aeeouot Code, accepted bv the 
Collc'lor concerned, accompanies the schcdnlc docket, 

584 Part Tl of the schedule should he checked to see that bH 
Takas i works which were inrfiidcd in the prerious rnonth's schedule 
but do not ftppo.sr in Part J of the current month’s sch«lule, have been 
correctly dctailod. 

Debits to Stock Account. 

CSS The audit procedure rclnting to the charges on mnnufacturc 
0 )»eratff<ns and on other works cottnoct<*(l with Stock, as brought to 
neronnt by Divisional Ofileors in the Schedule of T)ebit<i to Stock, P. W. A 
Form 72 is described in Chnptrr 3a 
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Land Acquisition CHrges 

880 On their nccipt. Land Auftnl StntcincntH tihotild be clu'cUc<l 
snthnictic.’iDy ntul lo (cc tbiit (I.iti- is no doiiittfiil point 

rc<iiiiruis a rcfori-nei- to Uie Lnml Arquisilitm 1‘nriJciilars of the 

Pt.atonicnl.s phoiild then tw tnuritl iit columns 1 lo 7 of the Ucpwtcr of 
Lsml Charges, rorni C2 

5S7. The jiroecdnre obserxed m tlK|j\udit ofilee in tlic dixpoN.-il of uie 
Kt.'itci’.icni.s IS dv-<.nhid m Api>cndix V, Civil Aceniinl CMe, Volume 1. 
The ftiidit of tin* pajiiKnts iimde ftp.ainsl the nirards should be noted in 
the avvanl statements under the dated imliaU of the tjuperinti-ndent. 
nnd when the st.itenonts are iranMiiitttd to the Clnef llevenuc Aulliority, 
the eiitri’s in il- lU-g*'tcr of Land Charges thunld he completed nnd 
pimihirlj attested .afier seeing that the statenienl." have been duly com- 
pleted. 

588 Tlic SupeMti'emlcnt nbould see tliai dcbiys in the completion 
of award hlatemetits. c.aused by the non receipt of connected vouelicrs. 
arc tnvestigat«,l at (ropiewt mtervaLs. If an item romaiiis unpaid for 
an unmsunl lencth of time nnd the came of the dehiy ts not known, before 
any reference on the siibjeet is sent out of the ofllce it should first be 
ascertained from the audited accounts that the payment has not actually 
been broiicht to account A tlarelted OtTicer shniihl review the Ilegistcr 
of Land Clinrpc.s once a month and enquire into the causes of delays in 
the dispnAal of the staioments 

Tools and Plant. 

689. The Account of Usties of Tools and Plant, P. W. A. Form 14» 
should be checked to see- 

fa) that, except in tlie c.ase of articles lent or sent out temporarily 
(wdr parnprapit 218 of the Public "Works Account Code), 
there IS a formal ocknowicdgiiienl. n Survey Report (P. W. 
A Form 18), or a Sale Account (P. W. A. Form 19), as the 
case mnj be, in support of each issue 

(h) that, except in cases in which (1) issues arc mnde free of cost 
under proper authority, or (2) a write-off without any 
recovers’ of cost "liasliceii duly niiDiorised, the transfer value 
or the .sale-proceeds, ns the case may be. of each issue have 
been duly brought to account, 

fr) that, in all cases of write^jff sanctioned by competent authority, 
the orders passed by it as to the disposal of the stores have 
been duly complied with, and 

(d) that, all issues to other divisions in the same circle of audit 
have been brought on their Accounts of Receipts of Tools 
and Plant, P. "W. A. Form 13 In token of this agree- 
ment the auditors concerned should he required to refer 
in their own accounts to the entry in the other account and 
to initial the latter. 
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690 In cases m whieh an article is shown in this account as 
transferred to a division in another circle of audit free of cost, an intima- 
tion of the transfer should be sent to the Audit OfBeer concerned to enable 
turn to see that the receipt of the article is brought to account, in due course, 
by the receiving division. 

591 The Audit of the Account of Eeeeipts of Tools and Plant, 
P. W. A Form 13, is conducted thus In the course of the audit of 
vouchers it will have been seen (vide Article 574) that all new supplies 
obtained on payment, whether by purchase or in transfer from other 
divisions, departments, etc., have been brought on to this account. The 
procedure to be observed further, in respect of articles received from 
other divisions in the same circle of audit, whether on pajTnent or other 
wise, is prescribed in Article 589 (d). In respect of articles received in 
transfer free of cost, it should also be seen that if any intimations of 
such transfers have been received in the Audit office {vide paragraph 536 
of the Public Works Account Code and Article 590), the articles are duly 
brought on this account. 


Contractors' Accounts. 

692. (a) Before the audit of vouchers is taken up, the opening 
balances of all accoants in the Extract from the Contractors’ Ledger, 
P. W A. Form 82, should be checked with the previous month’s Extract 

(b) Then, whilst the vouchers and schedule dockets are being checked 
(vide Chapter 30), it should be seen — 

(1) ia respect of every Running Account Bill, or Account of Petty 

Contractors, P. W A Form 30, that the month’s tranMC- 
tions are correctly posted in the ledger, and that the closing 
balances as detailed m the ledger are correct ; 

(2) in respect of all vouchers, that charges (if any) debitable to 

the account of a contractor other than the payee liave also 
been debited to the proper ledger account on the authority 
of the vouchers ; and 

(3) that all recoveries and cash realisations from contractors, and 

debits to them on account of stores issued, are duly taken 
to their respective accounts. 

(c) Next, about ten per cent of all First and Final Bills, and other 
payment vouchers of contractors, not being Running Account Bills, 
should al-so be traced into the ledger. 

fd) Each ledger account should finally be checked arithmetically, it 
being seen at the same time that — 

(1) besides the entries checked in pursuance of the instructions in 
clauses (a) to (c) above, there are no entries other than 
(i) debits on the authority of muster rolls not submitted 
to audit, vide paragraph 576 (b) of the Public Works 
Account Code, and (ti) debits and credits in respect of 
First and Final Bills which have not been traced into the 
ledger ; 
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(2) Uic dfbi! and cmlil fniri«i rrfcmHl to in (1) (u) above 

counter babmee each other in respect of each bill ; and 

(3) the details of the closing; balance of each account work up to 

the total 

(e) Generally it should l>e seen that the rules relalin;: to contractors* 
accounts, ns prt?>cnlK^l in Uie Public Works Accniint Co<le, have been 
obscn'cd, and that there is no indiealiun of a trnnsaeiiun pcrt.’iininK to 
a running aeconnt havini: bo< n settled on a form of bill not pcrimttcd 
to be used for tlie purpose 

Annual Certificate of Works Accounts Balances 
693. The audit of the works expeinlilure for March should not be 
con.sidere<l ns completed until P \V A Form 91, Annitnl Ccrtificnles 
of llalnnces, has been reccneil, and certificate S'o 4 thereof, relating: to 
works neeounts, has been cTnmlne<l to see (1) tlint it is complet'* In all 
respects, (2) that the dosinp balance of the neeounts for ** Conlrnctom," 
under each of Uie three heads into which this account is divided, nfrrrea 
with the total of the balances as per audited Hatmets from Conlractnm' 
Ledfrers, P. W A. Fonn 82. and (3) tlwt the certificate does not Indicate 
any deviation from rule requiring action on the part of the Audit Ofilee. 
Large fluctuations in the h.al.nnces may form the subject of special en» 
quirj-. 

Special Rules for Project Estimates. 

694 In the case of projects for Irrigation, Navigation, Embankment, 
Drainage, Water Storage or Civil works where Public Works ofTiccrTi nre 
authorised to accord technical s.anclion to the various comixinent parts, 
separately, with reference to tlie provisions made therefor in the adminis- 
tratis'cly appros'cd estimate, a register in Form C3 bIiouUI he opened, ho 
that all sanctions to estimates (in respect of works expenditure) R-inctioned 
against the project e.stimatc may be watched against the provision for uorki 
expenditure in the project 

]. In respect of charges for Eatabliehment, Tools nnd Plant an<l 
nndit is sot eondoeted ognloBt the prOTision rondo in the project. 

695. A set of pages of the register for each project should 1^ t/* 
apart for each head of the sanctionetl classifieation ogaiiLSt wh/olj 
fcanelioDS to working rsijmfltes ore to be watched in accordance 
rules defining the powers of Divisional Officers and other ^ 

sanction such working estimates Every sanction to a workj'a/ 
should be noted in the Register ; a progressive total should 
against it to arrive at the total sanctions to date against fU -- 
provision under the head concerned ; and it should bo m'** ' 

provision is not exceeded. In respect of savings and 
register should be corrected (from time to time as the .f 

working estimates are closed, or excesses are authoriwd •jr 
resumed by competent authority) (1) by making a suiltb> f 
entry in columns 5 to 8, and (2) by posting the excess or 
case may be, as a plus or minus entry in colnmns 1 to 4, t* y ^ ^ 

fresh working estimate. " ^ 
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596. If a substantial portion, of a work has been abandoned and 
an intimation of the fact has been received in tlie Audit office in any 
foim, the e&timated cost of the abandoned portion (which should be 
ascertained from the sanctioning authority) should be deducted from the 
estimated cost of the whole work as shown in the Works Audit Itegister 
and in Form 63, so as to arrive at the net operative amount of the 
estimate Audit of actual espendituie on the work should thereafter 
be conducted against tliis reduced limit. 

597. Whenever the total sanctions registered on the several folios 
are summarised to bring out the total liabilities against the amount of the 
project estimate, excesses over estimates, w'hich may be under objection 
at the time, shordd not be overlooked 

598. If any technical sanctions are received which relate to the 
detailed estimates foi sub-works of a project which has to he but has not 
yet been technically sanctioned as a whole after it has been administra- 
tively approved, these should also be registered. It should, however, be 
seen— 

(») that the aggregate of the sanctions to detailed estimates 
does not exceed, at any time, the amount administratively 
approved for tlie whole project, and 
(u) that, until the project estimate itself is sanctioned, the 
technical sanctions to the detailed estimates are accorded 
only by the authority competent to sanction the estimate 
for the whole project for on amount equal to the amount 
of the administrative approval 

See also paragraph 75 of the Central Public Works Department Code 

D99 All entries in this register should be attested by the Super 
intendent, who will be responsible that no sanction or order which must 
be posted in this register is entered in the Works Audit Register without 
simultaneously making the ncces-sary entries in this register. The 
register should be submitted monthly to the Gazetted Officer for inspec- 
tion. 

600. Whenever any expenditure on a sub-work of a project i'^ 
placed under objection as not being covered by technical sanction or 
being m excess of it, and it cannot be knomi readily that the expenditure 
is less than the savings on the project estimate as indicated by the register 
in Form G3, a suitable summary of all the actual charges bonked egainst 
the project in the Works Audit Register should he prepared to determine 
whether or not the project estimate, os a whole, has been exceeded. 
Once a project estimate has been exceeded, the total expenditure on the 
project should be similarly determined month by month until the excess 
is removed 

1 . If the works in connection with a project are entrusted to two or more din 
8100% the fipires of all the diYisions obould be taken together for the purpose of thb 
article. 

r. In the case of projects for irrigation, nangatioti, embankment and drainage 
works for which c.apilaj accounts are kept, the expenditure against the open rapUal 
Bccocnts Incurred between the date of elosinjj the eonstniction estimate and that 
of npproval of the completion report is also audited ngainst the lanetKin to the 
•oastrnetjon estimate of the project. 
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Chapter 32. — Audit of Remittances. 
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General. 

GOl. In autlithi" the Schedules of Debits (nntl Credits) to Remit- 
tances, P. W. A. Form 77, it should be seen first of all, 

(1) that transfer ndjnslmcnt h permissible in respect of each 

item, 

(2) that transfers on account of the cost of work done by Divi- 

sinnal Officers for other parties arc supported by detailed 
Schedules of Works Expenditure, P. W. A Form 64, pr^ 
pared in accordance uitU the rules in the Public Works Ac- 
count Code, 

(3) that transfers on account of revenue realised, as a standing 

arrangement, for the departments named in Article G14 are 
similarly supported by detailed schedules in the prescribed 
form, P, W. A. Form 43, 

(4) that Advices and Acceptances of Transfer, P. W. A. Forma 

' 55 and 50, Uavc been exchanged by Divisional Officer'-, with 

the parties concerned, only m the cases m which this is 
authorised, and 

(.5) that the necessary authority of the Audit office exists in all 
cases in which a transaction should not be brought to 
account without it. 

The special points, also requiring attention, are enumerated in Articles 

^2, to 612. 


Transfers between Public Works Officers. 

602. In respect of transactions falling under the head “ Transfers 
between Public Works Officers.” each auditor is responsible that, for 
every debit or credit, as the case may he, cither the corresponding credit 
or debit has been brought to account by the dnision concerned (in tlie 
same month or in an earlier month), or the auditor of that division has 
been warned to isTitcli that it is brought to account in due course With 
this object, transfer transactions of this class appearing in all the divi- 
sional schedules (debit as well ns credit) of a month should be paired, 
auditors being required to write the word ” Agreed ” in red ink against 
the entries in each other’s schedules. 
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603 Por items -whieli cannot be paired, the procedure should be 
as follows • — 

(t) If the corresponding entry appeared in an earlier month, the 
auditor concerned should certify this by writing the words 
“ Adjusted in ” against the entry in the 

schedule under audit (see also Article 687). 

(tt) If the corresponding entry is still awaited, the auditor con- 
cerned should keep a suitable note to aid him in watching 
it, and, in token of this, be should MTite the word ‘ ‘ Noted ’ ’ 
against the entry in the schedule under audit. 

(tit) Items awaiting response [vtde clause (it) above] should be 
reviewed monthly, and if any of them remain unsettled for 
more than two months, steps should be taken, in corres- 
pondence with the Divisional Officers concerned, to get them 
either responded to or withdrawn before the close of the 
year. 


Public Works Remittances. 

604 The head *' Public Works Remittances " compnses the follow- 
ing transactions : — 

I — Remittances into Treasuries, »c, cash remitted by ofSccrs of 
the Public Works Department to treasuries in account with 
the same Accountant General. 

II. — Public Works Cheques, t.e , cheques drawn by officers of the 
Public Works Department on treasuries in account with the 
same Accountant General, and cashed thereat. 

III.— -Other Remittances, te., transfer transactions between officers 
of the Public Works Department on the one hand, and 
officers of Civil Departments (including the Forest Depart- 
ment) in account with the same Accountant General, on the 
other. 

1. Reiaittaiices into, and cheques draTm on, trsasunes m account with another 
Accountant General, as well as remittance transactions of the Public Works liepart- 
ment with officers of Civil (inclndina Public Works) Departments in account ivith 
another Accountant General, arc treated as transactions peTlainlnf- to the eschaege 
account between the two Accountants General 

605. The head “ III — Other Remittances ” is sub-divided into — 

(fl) Items ndjiLstablc by Civil Officers, and 
(b) Items adjustable by Public Works Officers 
Transactions pertaining to non-Public Works heads of account, which 
originate in tlie accounts of Divisional Officers of the Public Works 
Department, hut, under rule, cannot be adjusted under those heads b.v 
Dh'isional Officers in their Schedules of Miscellaneous Heads of Account, 
P, W A. Form 76 (tu'/fe paragraph 503 of the Public Works Account 
Code), are clas<5ificd under head (a) of “ Other Remittances ”, Rut whev 
n transaction relating to the Public Works Department originates in the 
Civil section ol the accounts, and it is not clas.sifiable under one of the 
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Public "Works revenue or expenditure beads, transactions under ivbicli 
ore permitted to be ndjusled direct on tbc Accountant General’s books, it 
is cliargcd or credited, as the ease may be, to “ Other nemiltanccs ” tinder 
bead (6). A respondin;: debit or credit of cillicr class is allocated under 
(n) or (h), nccordins ns tbc oiiginal transaction (credit or debit) is clusii- 
Ced under (q) or (l»). 

1. Public WorVs tr‘in«ncltona tthirti orif'innlc in tlio Civil section of tlie iicrounts 
cn lliP nulhoritv of nn iimnnl cxrlun;^ nerount .ire lint ircntcil ns Public Wurks 
Pciuitt'inrc trnnnctions, tinr those fT.-insictioiis nliicli onj^in itc in the .u'lo.ints of 
n Public ^VorVs division but nre nditislablc fninllv iti tbc books of nnotlu-r Amlit or 
Arcount Oflircr. All sucli Iransortioiu aro treated as pcrtuming to lUo cxibuii^'O 
aecoun» concerned 

606. In respect of tbc dnisions “ I — Pcmittances into Treasuries” 
nnd “11 — Public Woiks Cheques,’’ of the hc.ad “I’nblic Woiks llL'init- 
lances,” u w sufllcicnt to see that the totaK shown in the scliediib are 
supported by the necessary details in the Schedule of Jlontlily SottliMnent 
with Treasuries. P W. A. Form 51, relating to tlic ticasuries sMihiii the 
Audit circle. 

C07 In checkins the Schedule of Settlement with Treasuries, P. W 
A. Form 51, the points of importance to see ore 

(a) For Part I — 

(1) that the fijurcs in line 4 are Mtpporfod by oripinnl Consolidated 

Receipts of Treasury Officers m I* W. A Form 00 ; 

(2) that the closing difference (line 5) of the month is, in respect 

of each treasury, equal to the diffcrpjico between the Cgifrca 
in lines O-A and 5-B ; and 

(3) that at the close of tlic year there is ordinarily no difference. 

(0) For Part II— 

(4) that tiie figures m line 4 arc supported by tbc original Certi- 

ficates of Issues signed by Treasury Officers ; 

(5) that the dilTcrencc in line o is, in respect of each treasury, 

supported by tbc necessary details ; and 

(C) that at the close of the year there is ordinarily no difference 
ow atewimt ot c.Utqoss istjacd wp to Xlst llavcb wot 
cashed by that dale. 

1. Tlio procedure indicated in tins AtUcIo .ipplics equally to tlic audit of P. 
W. A I'oiu SI for treasuries in another Audit circle, uicluduig Alilitarr Trcaauru 
Chests 

G03 As regards the division “ III. — Other Remittances,” the 
special points requiring attention, are : — 

(i) That all items are correctly classified as original or respond- 
ing 

(«) That the head “ (a) Items adjustable by Civil Officers” is 
operated on only in respect of such original items as cannot, 
under rules, be accounted for in the Schedule of Debifa (or 
Credits) to Miscellaneous Heads of Account, P. W. A. 
Form 76 


L4AUU 
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(«i) That the transactions under the head “ (&) Items adjustable 
by P. W A. Officers ” relate only to such responding debits 
or credits as are adjusted on the authority either of a special 
intimation given by the Accountant General or of a general 
agreement sanctioned by him 

' Exchange Account Transactions. 

609 In regard to transactions falling under the group “ Exchange 
Accounts,” it should be seen that items are correctly classified as original 
or responding, and that responding items are brought to account only 
(1) m response to Ad\nces of Transfer Debit (or Credit), P. W. A Form 
55, quoted in the schedule, (2) on the authority of accepted ” Statements 
of Rents recoverable from Pay Bills,” P W A. Form 48 {vide Rule 1 to 
paragraph 490 of the Public “Works Account Code), or (3) on the authority 
of the Accountant General’s intimations of inward exchange account 
debits or credits. 

610 In respect of transactions 'cheques and cash remittances) with 
treasuries of other Audit circles and Military treasure chests, it should be 
aeen tliat there is a Schedule of Settlement with Treasuries, P W. A. 
Form 51, for each Audit circle, which has been checked in accordance 
with the instructions in Article C07 

611 After audit, the name of the exchange account to which each 
item pertains should be noted agaiust it by the auditor in red ink. 

Items Adjusted Provisionally. 

612 If any responding item is stated (columns 10 and 11) to ha've 
been brought to account provisionally, the objection raised by the Divi- 
sional Officer should be examined to see that it does not indicate 
any deviation from rule, either on his own part or on that of the other 
party to tlie transaction requiring any action on the part of the Audit 
office. In the case of transactions of the classes mentioned below the 
objections of Dnisional Officers should be communicated to the clerks 
who keep the Objection Books for such transactions, and who are, 
therefore, responsible for watching their clearance In nil other cases, 
the imditor should see that the objection is settled in due course. 

(t) P "W Remittances — ^III. — Other Remittances. 

(?7) Exchange account items in respect of which Ad\ices and Accept- 
ances of Transfer, P W A. Forms 55 and 56. are not exchanged. 

Transmission of Advices of Transfer Debit 

613. If an Advice of Transfer Debit, P W. A. Form 5.5, has been 
rrccived with the ^ehediile. under Rule 1 to paragraph 495 of the Public 
Works Account Code, it should he transmitted, ns «ooii n,s the schedule is 
Hudifed, to the division concerned for necessarj’ action The necessary 
certifie.7fe (.signed by the Gazetted Officer in charge), in respect of charges 
for which vouchers arc not attached to the adnee should accompany it. 
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Certificate of Audit. 

614 After the schedules have been audited, a certificate in Form 
63-A should be prepared in respect of each original item reprcbcnting 
the cost of TTork done by Divisional Officers on behalf of other di%'isions, 
departments or Governments, except m cases of works, carried out as a 
Btauding arrangement {vide paragraph 81 of the Public Works Account 
Code), for whose receipt and expenditure transactions the Accountant 
General will act ns the Sub-Audit Officer on bcbalf of the Audit Officer 
concerned 

615 This certificate, signed by the Gazetted Officer in charge, should 
be disposed of as indicated below * — 

(a) When the transaction relates to the head “ Transfers between 

Public Works Officers,” the certificate should be sent to the 
Divisional Officer on_whose behalf the work was done, and 
be should be asked to respond to the transfer 

(b) When the transaction relates fo the head ” III.— Other Ro- 

raittances.” the certificate should be made over to the clerk 
keeping the register for the clearance of transactions under 
this head. 

(c) When the transaction relates to an exchange account, the certi» 

ficate should be passed on to the clerk preparing the outward 
exchange account concerned 

Items Awaiting Response. 

616 Auditors are responsible for watching the expeditious adjust- 
ment of all items* intimated to Divisional Officer-s for response. 
To enable them to discharge this responsibility, all intimations Rent out 
to Divisional Officers should be noted by the auditors concerned Delays 
in adjustment should be investigated 


*P W Kcmittarffes — " III — Olher Remittances ” Eichange Account? 
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(:u) That the transactions under the head “ (b) Items adjustable 
by P. W. A. Officers ” reLite only to such responding debits 
or credits as are adjusted on the authority either of a special 
intimation given by the Accountant General or of a general 
. agreement sanctioned by him 

' Exchange Account Transactions. 

609 In regard to transactions falling under the group “ Exchange 
Accounts, ’ ’ it should he seen that items are correctly classified as original 
or responding, and that responding items are brought to account only 
(1) in response to Advices of Transfer Debit (or Credit), P. W. A. Form 
55, quoted in the schedule, (2) on the authority of accepted “ Statements 
of Itents recoverable from Pay Bills,” P W A Form 48 {vide Rule 1 to 
paragraph 490 of the Public Works Account Code), or (3) on the authority 
of the Accountant General’s intimations of inward exchange account 
debits or credits 

610 In respect of transactions felieques and cash remittances) with 
treasuries of other Audit circles and Military treasure chests, it should be 
seen tliat there is a Schedule of Settlement with Treasuries, P. W. A. 
Form 51, for each Audit circle, which has been checked m accordance 
with the instructions in Article 607, 

611. After audit, the name of the exchange account to which each 
item pertains should be noted against it by the auditor in red ink. 

Items Adjusted Provisionally 

612 If any responding item is stated (columns 10 and 11) to have 
been brought to account provisionally, the objection raised by the Divi. 
Bional Officer should be examin^ to see that it does not indicate 
any de%nation from rule, either on his oun part or on that of the other 
party to the transaction, requiring any action nn the part of the Audit 
office. In the case of transactions of the cla.sses mentioned below the 
objections of Divisional Officers should be communicated to the clerks 
who keep the Objection Books for #>uch transactions, and -nho are, 
therefore, responsible for watching their clearance In all other cases, 
t)ie auditor should see that the objection is settled in due course 

(i) P W Remittances — III — Other Remittances. 

(ii) Exchange account items m respect of which Adsdees and Accept- 
ances of Transfer, P W A. Forms 55 and 56, are not exchanged. 

Transmission of Advices of Transfer Debit 

613. If an Advice of Transfer Debit, P W A. Form 55. has been 
received with the schedule., under Rule 1 to paragraph 495 of the Public 
Works Account Code, it should be transmitted, ns soon n.s the schedule is 
Budifed, to the division concerned for necessarj’ action The necessaiy 
certificate (signed by the Gazetted Officer in charge), in respect of chaises 
for which vouchers are not et*«ehed to the advice should accompany it. 
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(6) If the Sclicdule of Deposits shows that any of the deposit items 
liave been converted mlo any form of intercst-bcarin" secu- 
rity, It should be seen that in respect thereof the certifleate 
printed at foot of the schedule has been correctly recorded, 
(c) AVhen clicckiug the .*iltcrnativc iorm (!’. W A. Fona 79) of 
the schedule, pievions entries should be traced in the inauner 
indicated in Article 625, etc 

(i) When ihicK'iig the .•schedule for March, it should be -ten tliat 
lapsed deposits hn\c been duly credited to Government, vicif 
paragraph 451 of the Public Works Account Code. 

(c) Tile f?chfiUilc ff.r March should be accompanied by an Account 
of lMlcrc-i1-r>eaimg Securities m P W. A Form 80. TJiis 
Account should be checked m detail, it being seen specially' 
(1) that all conversions of deposits into intcre,sr-bc!Jrmg 
se< 111 itu*s, as shown in the Deposit Schedules of the year, h ive 
been hvmpltt to a>“«.nunt in P W A. Form 66, (2) that the 
trnn-sactions (column G) relating to the return or rctransl’or 
of sccuiitics to depositors are supported by proper aclmow- 
lodgments of the depositors, and (3) that m respect of tlio 
balances at the close of the year the necessary cePtificate.s of 
the Divisional Ofiicer or Sub.divLsional Officers, as the case 
may be, have been received 

Takavi Works Advances. 

G28. The Abstract ptinied on the lower left hand corner of the 
Schedule of Takavi Works, P W A Form 66, is the Schedule indicating 
the monthly state of the Debt head “ Takavi Woiks Advances The 
iustruetions for oheclang it are given in Article 583 
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Chapter 34. — Audit of Receipts. 

GcmemI C29 1 lUfandsoflterenae .... 639 

UcqU of and Landw . . 633 I 


General. 

629. The audit of receipts should be conducted mainly with reference 
to the financial rules of the Government concerned, subject to tlic provi- 
sions of Rules 45 to 4 jC of the Fundamental Rules and the Supplementary 
Rules issued thereunder, in regard to rents of public buildings tincludm? 
installations, etc ), recoverable from persons occupying them. 

630 To see that all revenue, or other debts due to Government, 
which ha^e 1o be broucht to apcount in the Public Works becUon of tho 
accounts (vide Chapter IX of the Public Works Account Code), oro 
correctly and promptly assessed, realised and credited to tho public 
account, is primarily the responsibility of the Divisional.Offjccr. But it is 
also the duty of the Audit office to see that revenue and other receipts of 
which it has cognisance (either through any entries in the public account 
or otherwise e g,, tlirough orders of special recoveries received from 
competent authority) arc brought to account by the Divisional Officer. 

631 Where any financial rule, or other order applicable to tho case, 
prcbcrihes the scale or periodicity of recoveries, it should bo been, as far 
as possible, tlii.t these ha3e not been deviated from ; but uhen tbis rlicclc 
cannot be e.\er(ised centrally, a test-andit may be conducted at local 
inspections of duisional offices, the point to secuie being that disregard 
of rule or defects of procedure arc not such as to lead to leakage of reve- 
nue, rather than that a particular debt due to Government was no6 
realised at all or on due date 

632. No debt due to Ooveinment should be left outstanding on tho 
bonks without due and sufficient reason The Audit office should cxerciso 
constant and watchful care over sncli outstandings, suggest to the depart- 
mental authorities any feasible means for their recovery and, at least onco 
a year, fully review lliem all. Whenever any appeans to be irrecoverable, 
orders for iLs adjustment should be sought. 

633 Rceovcriis towards clc.ir.-nce of charges which nie outstanding 
in any recounts schedules or in the Obj'ection Book will be watched 
throiiglt those dnciimcnts. All other recoveries should bo watched through 
Part IV of the Works Audit Register, vide Article 501. 

634 Tho correct classification of receipts should receive the samo 
nttenlipn as the classification of pavmcnts, even though the receipts may 
not be susceptible of audit cheek. Not only should each item of receipt 
be classified under the major, minor and detailed heads to which It per- 
tains, but. ill eases in which separate revenue accounts of projects are 
tept, the receipts relating to each proj’cct should be kept distinct See 
also Article 639. 
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Bents of Buildings and Lands. 

635. When checking the Schedule of Bent'* of Bulldinjis nnd Lands, 
P. W. A. Form 7o, the first four i^olnmns should first he taken up. They 
should he examined to see (1) that the corresponding entries m those 
eolnmns of the previous month’s schedule have been correctly brought 
forward, (2) that no building or land is removed from the register witli- 
ont the orders of competent authority, (3) that the standard rents arc not 
altered without proper sanction, and (4) that necessary changes in the 
entries in these columns, nnd additions to the list of rentable property, 
arc made, from time to time, as new properties are acquired or additions 
and improvements thereto arc made ; vide Article 578 (d) See also 
Article 561 (h). 

636 The remaining columns of the schedule should then he checked, 
it heing seen in particular that (1) if the rent for any property is not 
recovered nt the full standard rate, the reasons for charging a diliVi’cnt 
rate {ipioting authority) are given in the column for " Remarks ", where 
necessary {vide paragraph 269 of the Public Works Account Code), (2) 
the authority quoted in the column for ‘‘ Remarks " is correct and autb 
sanction as is necessary has been received in every ca«e, and (3) any 
variation from the rate of a'^tessment and anthorilies quoted in the 
Rcmaiks column shown m presious month’s schedule are justified (vide 
paragraphs 2G9 and 577 of the Rublic Works Account Code). In respect 
of residential hciildings, the orders in Rules 45 to 45-C of the Fundamental 
Rules and tho.se in any subsidiary rules of Government made there’mder 
should be specially borne in mind 

637. Lastly, the abstract printed at foot of the schedule should bo 
checked, it being seen in respect of recoveries made by Treasury Officers 
(!) that tliey are supported by statements in P W A. Form 48, counter- 
signed by Treasmy Officers, .nnd (2) that the detailed classification of the 
clcdiKticns as shonvn m those statements is correct, vide Article 439 (h) of 
the Ci\il Account Code, Volume II 

638 Deleted 


Refunds of Revenue. 

639 Refunds of rt-vcmic are usually classified m the same detail aa 
revenue rceeijiu, but the total amount of refunds should he taken in 
rcdueiion of the total revenue receipts under the major head concerned. 
The audit of these refunds slionld, however, he conducted in accordance 
with the rules for audit of expenditure, as all refunds represent payments, 
whether made m c.ish or otherwise, vide Article 198 

CXCI^PTjoy — This ttilc docs Dot apply to refunds of incoiac-tat and super- 
tax, wbicli arc set nil ncainst the subscqnent demands of such taxes, sucU refonds 
being treated as reduction of Goveniinent demaad 

640. In dealing with the Extracts from Regmiers or Refunds of 
Revenues. P. W. A. Form 46, it should he seen, in respect of each refund, 
that the amount refunded was available, out of the original receipt to 
whieh it pertains, and a suitable note, specifying the amount refunded, 
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should be recorded against the entry of that receipt m the relevant receipt 
schedule. If the icfiind is one made bj' the Divisional OtScer on his o^^Q 
authority and in compliance with the orders of a court of law remitting 
a fine previously credited to Government, it should be seen that the oii- 
gmal order of the court accompanies this schedule {vide Rule 3 to para- 
graph 074 of tlie Public Worlis Account Code), and the order should also 
be quoted against tlie original receipt entry of the fine 
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Chapter 35. — Miscellaneous Audit and Eetums. 


llontUf Sclif^alcs of Debits (and Credits) 

(o Miscellaneous Ileada of Account &U 
Half .ycarlv Registers of Stock . . &H 

Registen of Tools and Flant . . 610 

MarcliExrniditare . . CIS 

Verification of Completicn Reports . 650 
•Closing of Construction Fstimatca of Pro- 
jects ...... 631 

Accounts of Special Transactions . 632 


Picld Works . . . .635 

Annual Transfer Entries . . . 656 

Annual Accounts of Cemetery Endow- 
ments ... . C57 

rmaoeul Results of Irrigation, Nanga- 
tion. Embankment and Dramago 
Works ..... 659 

Olbcr Annual Statements . 003 

AnnualCcrliCcatetof UaUnecs . . 531 


Monthly Schedules of Debits (and Credits) to Miscellaneous Heads of 
Account 

641 In t'Saimnint’ the Schodulfs of Debits (anti t'redit‘>t to Miscel* 
larcous Jleiida of Account, I*. W A Form 70, it blionld be seen specially 
that the instruttums civo , m Itule 1 to paragraph 563 (c2' of the Public 
tVorlcs Account C'orlr lui\i- l>.Tn oiiserted. if tlie clris.sific.ition of any 
items lb not given in full m tlio loUimn " Hoad «if Account ’ . the uuditor 
should couiplote the entries by noting tlie detailed classification iii that 
column in red iiih For it»‘ms representing evpenchture on works, ng, 
those 1 elating to Diblrict Funds and Loojil Loans, it bliould be seen that 
they arc supported by detailed schedules in P W A Form G4 

1. Tlie use of the sctc-dule, P W A Form 76, should be authorised, in respect 
of anv <las8 of transactions, only when the Works Audit Department is in a posi- 
tion to deal with them fitiill> lu audit and no audit proceedings on the part of any 
other section are nctess.arv 

642 A broadsheet in Form 65 sliould hi- written up monthly to 
collect .all receipts on account of cemetery endouTnents as shown m the 
schedules of rll divisions anil to reconcile the total thereof witli the 
amciuut tahw) to iredit of the Debt head •' t'eiuctery Endowment Fund ” 
in the Ledgei Wiien tot. died tip at the close of the year this broadsheet 
will give the yeai’s receipts, as well as the up to date leceipts, of each 
cenittery, separitciv for oiilinarj' and speoml endoivmeiits, and it amll 
llins facilitate the examination of column 2 of tiie Annual Accounts of 
Cemetery Endoavments. P "W A Form 90. received from divisional 
offices , see Article 657 

643. In the debit schedules for March of all divisions m avhich there 
arc endowed tombs it should be seen that the interest due for the year 
has been eoirccth eh.ar'ied off by credit to XXX —Civil VTorks, as laid 
down in paracrafili 13 of Appendix 5 to tbc Public Works Account Code 
•As interest is calculated on the amounts of endowments recened up to 
the end of March, it will be necessary for this purpose to have the receipts 
for Jlarch first posted up m the bma^beet. Form 65 nnd that form totalled 
up, so that the calculations of interest mav bp checked 
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Half-yearly Betters of Stock. 

G44 The llalf-yearlj Register of Stock, P W. A. Form 12, .should 
bo checked to see — 

(1) That the audited register of the previous half-year received 

hack with it is complete m all respects, and that no entries 
in it have been tampered with 

1 Detailed lustructioiis oa this point slionttl bo prescribed by tho AccoTintant 
General. 

(2) That the closing balances as per column ID of the audited re- 

gister of the previous half-year arc eorrcctly brought for- 
ward in the register under audit and that the results arrived -- 
at in this register as the closing balances are correct. 

(31 That the “ Future ts-sue Rates ” (column 22) arc within the 
“ Jlarket Rates as shown in column 24 , that the latter 
do not appear to be iinnecess.irily high or low ; and that the 
“ Amounts” noted in column 23 under ” Value at Future 
Issue Ratos ” are correctly worked out 

(4; That the aggregate of the amounts m colmnn 23, ” Value ftt 
Future I«sue Rates for all artieles of each ch.ss is correct* 
ly e.arried o\ci to the column Boole Value *' in i'ort II 
(the Summniy) of the register, and that tlie '■ Cook Value ” 
noted m the ‘‘ General Abstract ” of Part 11 is coircct and 
ngrr'O'. with ih<» closing balance against items, 1. 2 and 4 of 
Pait I of the Stock Ai-count. P W A Form 73, for the last 
month of the half-year 

(5) That there ls a record of stork having been taken within the 
previous twelve months by some responsible oniciuls whose 
names and designations arc specified. 

(G) That no defect or irregularity in the mode of keeping the 
detailed value accounts of stock is indicated either by any of 
the important discrepancies in the rates for individual 
articles, or by the surpluses and deficits under the total 
values of the sub-heads of Stock. For this purpose, tho 
Yututf* \ss\w Rates ot aTVk\e*v slwuhl bt eoTripateA not only 
nilii the Current Kme Rates hiit also uith the JIarlict 
Rates 

(7) That the oidcp! pa-ssed by the divisional Offitor in Part III 
(the Ri'vicw) of (ho register are adequate and in accord 
with tho relevant rules. 

C45. After audit, a suitable audit cnfacemcnt should be recorded on 
the register over the signature of the Gazetted Ofiiecr. and the register 
should he returned to the DivUional OPlccr, accompanied, if necessary, 
by an Audit Note and an Objection Statement. At the same tine the 
Cttdit'’d register of the previous hal£- 3 *c.ar should he returned for final 
record 

1. An oCrc rop) of the Audit Note ahonld bo retainod in the AndU oSi«e. 
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Rc^stcrs of Tools and Plant. 

C4G. Tlic IiP"islcr of Tools and Pl.int. P. W. A. Form 15, should bo 
clicrLcd to .SCO : — 

(1) Tint llic nnilitcd register of tlic pro%ious year rccrivcd Inch 
^^ilh it is complete in all respects, and that no entries in it 
have been tamiicrecl mtli. 

}. DctnilcJ instructions on tLss point should Lo prescribed by the Aecountaut 
tjcncral. 


(2) Tint tlie closin" balances as per proMons reaistcr liavc been 
correctly brought forward m the register under audit. 

(2) That the aclual transactions of all the months of the year ns 
brought t<» neeoiiiit in monthly letiirns, AecoiuiLs of Pc- 
ccipts (and Is.sucs) of Tools and Plant, P W A. Fmnis 13 
and 14, ha\e been correctly posted in Pans I, II and HI of 
the Register 

(4) Tliat the closing balances arc correct. 

(o) That there is a record of stock having been taken, ^^ltlll^ tlie 
piCMous twelve months, by some respouisiblc oflicials, nhoso 
names and designations are specified 

(G) Thnt there is a ccilifleaic by a responsible official, not below 
the rank of a Sub-<livision.il Oflifcr, that tlio linhineci in 
Part II actvially represent artitlcs lent or sent oul I'or 
repairs. 

(7) Tliat the shortages (if .my) noted in Part III are nut largo and 
that there is no undue delay iu their adjustment 

047. Alter audit, a aiiitable cnfacemcnt should bo recorded on Iho 
register over the signature of the Gazetted Ofllcer, and the register should 
be returned to the Divisional Officer, accompanied, if nocossory, by au 
Audit Note and an Objection Statement At tiie same tinip, the audited 
register of the presaous year slinuld be returned for final record 

1. An o21ra ttio Audit Note sltoald bo retained tn tho Audit oHlco. 


March Expenditure. 

C48. The grants and appropriations of the year for all works and 
services lapse on Ihc last day of Jlarch. The annual maintenance and 
repair estimates also lapse on that date, unless the Local Government Iins 
pjcscribcd any other month of the year as the last month of the worldii’f 
year for .any class of such worlds. All expenditure brought to account. In 
Divisional OiTircrs’ accounts towards the close of the year, cspcerilly 
during ilarth, should, therefore, be scrutinised with iigdancc. Ig fo) 
(1) that the charges against the appropriation and estimates of tli.» ynif 
then dosing, as biouglit to account, are regular, (2) that the liabif/ll't 
end assets of one year .ue not brought to account in Jinolhcr yc.ir, f.)) 
that, in the laudable desire to secure compliance with the pro^j*-;- <"} 
these rcstiictisc lulcs, irregular methods of dcaliag with the iiubjld*'# 
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and a‘-bet‘! of the yenr have not been rf sorted to, which might either have 
caused actucd loss or eslra expense to tiie State, or might possibly result 
therein or be otherwise not conducive to financial efficiencj 

1. In the audit of the aecoiints of other nionths of the year also, as well as at 
local inspections of Public Works offices, these points should be borne m mmd. 

649 If ihe Manh accounts of any division, or the Statement of 
cheque.s i-»su(‘d during March <rtie paragraph 579 of the Public Worlis 
Account Code) received from it, indicate an unusual and serious rush of 
payments towards the close of that month, the Higher Audit section, 
should mvosiigate the causes and the effects of the rush and the hunied 
pavmentfi which it must have involved 

Verification of Completion Beporta. 

650 On receiut of a Completion Rrjport or statement, vide paragraph 
361 of the I’ublii 'A’oilcs Account Code, the expenditure noted theiein 
should be vtnficd with the figures recorded in the Works Audit Regi.ster 
and the documents should be forwarded to the Superintending Engineer,. 
The pccounts ot the work should then be closed, if this has not already 
been (lone and li there is an excess over the sanctioned estimate requir- 
ing s.ujction, the receipt of the sanction should be watched through the 
Objection Book under the roles in Chapter 41 

Closing of Construction Estimates of Projects 

651. When a sanction to an estimate chargeable to the open capital 
ct count of an Irrigation, Navigation, Embankment or Drainage project, 
of Tvluch the construction estimate is <itill under operation, is received for 
the first time, steps should be taken tl) to ascertain from the Local Qov- 
frnnient tlic date from which the account' of Die construction esl'mato 
should be considered as clascd and (2) to obtain, for verification, the 
Completion Jleport of the project It there a delay m the receipt of 
the Completion Report, a report should be made to the Local Government 
and the Officer iii charge of the project, and the matter should be pursued 
till the report is received and sanctioned by competent authority. 

1. In tlie c ■ " *' . — . . , projects, tb& 

Audit (Iflieer i • after the date of the 

closure of the 3f competent authority, 

when the .amo' . eded, aud that all ex- 

penditure incurred against the open capital accoaut is covered by proper detailed 
estimates sanctioned by competent authority. 

Accounts of Special Transactions 

652. Whem-vci- an order is passed by competent authority, see Article 
183-A (i»). transferring any Public Works to the administrative control 
of ji dep.artnient other than the Public Works Department, the accounts 
classifuation of the revenue and expenditure transattioms so transferred 
should be dotcrninicd by the Accountant General in consultation with the 
Auditor General. Subject to such exceptions as may be authorised by tlio 
Actoimtant General with the previous concurrence of the Auditor General, 
the tr.aasictions should be accounted for in the form-s and under tho 
proecflnro prescribed in the Public Works Account Code for similar 
transactions of tiie Public Works Department, and the audit procedure 
will also be siraibr. 
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653. Tn all accounts, estimates, reports and statistics, the transactions 
pcnainins to the tjentrai and Provincial sections oX the public accounts 
and. in the c;isc of Provincial espenditnre, those relating to llesei'ved and 
Transferred subjects should ordinarily be shoivn separately, unless such 
separation be obviously unnecessary In the case of Central transac- 
tions, those pertaining to agency works should similarly be kept distinct 
fiom other transactions 

654. Ordinarily, expenditure brought to account by Divisional Offi- 
cers. does not include any non-voted charges. If any such charges enter the 
accounts of a Duisioual Officer, the Accountant Geiicial should issue 
suitable instructions directing tlie separate exhibition of the transactions 
in the divisional accounts, so that they may be booked separately in the 
Detail Book 

Field Works 

655 When worlcs in cotmection with military operations in the field 
are entrusted to the Public Woiks Department, the procedure for expedi- 
tinu'^ly bringing to account and for auditing the connected transactions 
should be laid down by the Accountant General in accordance with 
instructions received from time to time from the Auditor General 

Annual Transfer Entries. 

656. Before closing the accounts of the year, tlie following corrections 
in ni’coi.nts should be earned out. by transfer entries — 


Expeaditnre eoD««roed. 


Expenditure on construetion 
of Ime»lion, NaTigatios, 
Embankment and Dram- 
age Works for which Capi* 
tal accounts are kept— 


Beads to be debited 


Heads to be credited. 


•(») Financed from Facusel 
Relief Fund I 


Major Head “ IC-A— Irriga- 
tion Works or NaTigation, 
Kmbankmeot and Drainage 
Works” 


Major Head “ 65 — Deduct 
Amount Gnaneed from 
Famine Relief Fund 


*({>) Fmancedlrom Ordinary 
TUvenue 


Major Head " 16-B — Imga- 
tion Works or Havicalion, 
EmbankmeDt and Drain- 
age Works ” 


Major Head *' 65 — Deduct 
Amount financed Irom Or. 
dinary Revenues” 


(»»i) Financed from Ordinary 
Revenue in previous year 
but TMiaid during the year 
from Capital Acoeunt 


hlajor Head ” RS— Adi Repay- 
ments of Capital Expendi- 
ture charged to Ordmary 
Revenues ” 


Major Head “ 16 — Deduct 
Repayments of Capital Er- 
pcnditnre charjred to Ordi- 
nary Revenues”. 


•Expenditure on Irrigation, 
Navigation, Embankment 
and Dramagn Works for 
which Capital Accounts are i 
not kept, met from Famine 
Relief Fund. I 


Major Head “ 15 (») — Other j 
Revenue Expenditure finan. 
ed from Famine Relief Fund 
— Imgatioa Works 
Navigation, Embankment 
and Drainage Works *’ 


Major Head “15— Deduct 
Amount financed from Fa- 
mine Relief Fund ” 


• These transfer entries are not neeessaiv in eases where the Divisional Officers are allowed 
to operate on the heads ' 16-A ’, ' 16-B ‘ and ' 15 (•) * direct 
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anti of the >ear have not been resorted to, which might either have 

caused actual loss or esUa expense to the State, or might possibly result 
therein or be otherwise not conducive to financial efficiencj 

1 In the audit of the accoi'nts of other months of the year also, as well as at 
local inspections of Public Works ofliees, these points should be borne in mind 

649 If the filarch accounts ol any division, or the Statement of 
cheques iisued diinng iVInich <ru!e paragraph 579 of the Public WorJis 
Account Code) received from it, indicate an unusual and serious rush of 
payments towards the close of that month, the Higher Audit section 
should iniesiig.ile the causes .ind the effects of the rush and tin; hunicd 
payments uhich it must have involved. 

Verification of Completion Reports. 

650. On receipt of a (.’oiupletion Report or statement, vide jiaragtaph 
36'1 of the I’u'ulit W'oiks Account Code, the expenditure noted therein 
should be verified with the figures recorded m the Works Audit Register 
und the docuuieiKs should be tvinvardcd to the Supenntending Engineer. 
The accounts ol the work should then be closed, if this has not already 
been done and li there is an excess over the sanctioned estimate requir- 
ing Miiction, the receipt of the sanction sliould bo watched through the 
Objection Book under the rules m Chapter 43. 

Closing of Construction Estimates of Projects 
051 When a sanction to an estimate chargeable to the open capital 
account of an Irrigation, Navigation, Embankment or Drainage project, 
of winch the construction estimate is still under operation, is recei/eci for 
the first tune, slops slionhi be taken (1) to ascertdJii from ilie LoiaJ Gov- 
ernnient the date from which the accounts of the construction est'mato 
should be considered as clo.sed and (2) to obtain, for verification, the 
Completion Report of the project It there is a dilay in the receipt of 
the Completion Report, a report should be made to the Local Government 
and the Otficer iii charge of the pioject, and the matter should be pursued 
till report is received and sanctioned by competent authority. 

I. In the c ' ■ ' .. Jjfiiiaafjo projects, fho 

Audit Officer i’ ■ after tho date of the 

closure of the sf competent authority, 

when the nmo' • eded, and that all ex- 

penditure incurred against the open capital account is covered by proper detaded 
estimates sanctioned by eompeteot authority 

Accounts of Special Transactions. 

652 Wliciu vtM- an order is passed by competent authority, see Article 
181-A (o). transferring any Public AVorks to the administrative control 
of a department other than the Public AVorks Department, the accounts 
clnssiraation of the revenue and vxpeRditurc transaction.s so transfeiTcd 
should be dotcrniiucd by the Accountant General in consultation vnth the 
Auditor General Subject to such exceptions as maj’ be authorised by tho 
Aceoujjlant General wilh the previous concurrence of the Auditor General, 
the traiLS-ictions should be accounted for m the form.s and under the 
proeediire prescrilicd in the Public Worls Account Code for similar 
transactions of tlie Public AVorks Department, and the audit procedure 
will also be similar. 



Chap, 35.] 


inSCELLAMEOUS AUDIT AXD RETU^vN^ 


[653-G5G 


653. In all accounts, estimates, reports and statistics, the transactions 
pertaining to tlie Central and ProAdncial sections of the public aci'ounta 
aiKi. in the c.tse of Provincial expenditure, those rolutins; to lu'sorvtHl and 
Transferred subjects shotild ordinarilj be shown sep.aratcly, unices such 
separation be obviously unnecessary In the case of Ccntr.al transac- 
tions, those pertaining to agency works should similarly ho kept distinct 
from other transactions 

654. Ordinarily, expenditure brought to nccount by Divisional 0(11- 
cers does not include auy non-voted clmrse-. If any such ohargi's enter tho 
accounts of a DiviMooal Oflicer, the Accoumaut l«eiici\il sliould issuo 
Buiiable instiuctions directing the separate exhibition of the ti.ansaclions 
in the dnisional accounts, so that thc 3 mn}* he liookcd sejinratcly in the 
Detail Book- 

Field Works 

655. When works m connection with military opor.ations jn the Held 
are entrusted to the Public Woiks Department, llic piwcdure for e\pciU- 
tiiiu^ly bringing to account and for auditing ilio coiinci’tod trails, ijlions 
ahould be laid down by the Accountant General in ncconlaiico with 
instructions received from lime to time from the Aiuhtor General 

Annual Transfer Entries. 

656. Uetore closing the accounts of the year, tho following corrections 
;n neenvints Miould be carried out. by transfer entries • — 


Expeadltim eoncened. 


Tlcftda to be debited 


Beada to bo eredited 


Espenditure on cotutraetlon 
of Imgation, Naeigatton, 
Embankment and Dnin- 
•ge Works for wMeh CapU 
tal accounts are kept— 

•(») Financed from Famine 
Kebef Fund 


•(»») Financed from Ordjoary 
Revenue. 


'!»« * — 0-^ - V. 


*Expenditure on Irrigation, 
Navigation, Embanloment 
and Drainage Works for 
srhich Capital Accounts are 
not kept, met from Famine I 
Relief Fund. 1 


Major Head “ lO-A — Imga. 
lion Works or Navigation, 
Embankment and Drainage 
Works” 

Major Head '* 10-B — Irriga- 
tion Works or Navigation, 
Embankment and Dram, 
ago Works ” 

Yi *' TT'-ad ”85 — Add Repay. 

>f Capital Bxpcndi- 
I ■ a barged to Ordinary 

Slajor Head •* 15 (») — Other ■ 
Rovcntie Expenditure finan. 
cd from Famine Relief Fund 
~Imgation Works 
Navigation, Kmbankment 
and Dismsge Works ” i 


Major Head ” S5— Deduct 
Aiaount Cnanerd from 
Famine Relief Fund 

Major Head “ 65 — Deduct 
Amount financed from Or- 
dinary Revenues” 


Major Head “16 — Deduct 
Repayments of Capital Ex. 
penditure charged to Ordl. 
nary Revennea”. 

Jlajor Head “ 15— Deduct 
Amount financed from Fa. 
mine Relief Fund.” 


• These transfer entries are not necessary la eases where the Divisional Officers 
to operate on the heads * 16-A ‘ 16-B ’ an5 * 15 (i) * direct. 


are ollow^j 






2C2 


C56-657] iriscELiiANEOUS atjdit and RrronNs. [CnAr. 35. 


Espendituro concemedi 

Heads to bo dobitod. 

Heads to bo credited. 

Interest fnr tho 3 ear, for tha 
CTpenclituro fin Irri’nlioc, 
Nuvisat'on, Ern'iinkment 
and I)r%iniso Works, ai 
tilcalited la Port IV of 
Cavitj VviiTfi 

“ AclminntraliTe Arconnla 
of Irr'^.ition, Nnvi’nfion 
and Drjinaga WoiLa ” 

Major Head “ 14 — ^Irrigation 
Works, Navigation, Em- 
bankrnent and Dratnago 
Works. 

Major Head “10 — Provincial 
Section (or, in tho caso of 
Jlinor local Governments, 
tho Central Section) under 
tho diMiion — Deduct In- 

terest. taaTrtfeiteil to Com- 
mercial Departments (or in 
tho ease of Central Section— 
Deiluct Interest transferred 
to’Commcrcial Departments 
and Provincic.! Govern* 
ments)." 

Portion of Land P.cTenno due 
(0 works of Irrigation. 
NaTigatinn. Embankment 
and Ilrain.igo for wbioh 
capital accouuts are kept 

Major Head “ V — Land Re 

1 Tcnuo ” Deduct portion of 
Land Revenue duo to Irri- 
cation. Navigation, Em- 
bankment and Dramago 
Works for which eapital 
accoJuts are kept. 

Major Head XIII 

A(l) ■) Minor Head — Portion 
A(2) 1 of Land Revenue 
E[l) f duo to worlwS. 

B( 2 ) J 

Portion of land revenue doo 
to works of Irrigation, 
NaviBation. Embankment 
and Pramago (or which no 
capital accounts aru kept 

Major Head “V — Land Re- 
venue” Deduct portion 0 ! 
Land Revonua duo to Irn- 
cation. Navigation Em* 
bankrnent and Drainago 
Works for which no capital 
accounts aro kept. 

Major Head “ XIV — Imgv 
tion. Navigation, Embank* 
ment and Drainage AVorl-j 
for which no capital ao* 
counts aro Lent. 

A“) Miner Heail— Portion of 

V Land Revenue duo to 
BJ works 

Dutrtbotmn of the charses of 
Estal lidiment and Tools 
Bed ri.ant over major 
b'a<U co.iecrned u.odcr 
tho ru'ea in Apicndic 7 to 
the Pullio Works Account 
Code. 

Major Head concerned 

1 Major Head to which tho 
L'staUishment and Tools 
end Plant charges were 
debited In tho first lastanco. 


Annual Accounts of Cemetery Endowments. 

657. points require special ottention in the audit of lli** Annual 
Aeccuints of Cemetery Endowments, P. W. A. Form 90, received from 
I)I\is>ional Officers : — 

(1) The total amount of the endowments, ordinary as well ns 

special, of each cemetery, as showm in column U, should 
narc."* with tlte corresponding fibres in the hroadiliect, 
Form Cj, referred to in Article 612, und 

(2) all tlie entries in colnmn 3 in respect of interest should agree 

with th" details recorded in the Schedule of Debits to 
Miscellaneous Heads of Accounts, P. W. A. Foira 76, for 
(he month pf Mareli of the year precediug that lo i.UJj 
the Annual Account relates. 
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658. Alter all the divisional Annual Accounts, Form 90, have been 
checked, a eonsolidateil account m the same form should be piepared 
therefrom for tlie entire province, and when the totals of columns 2 and 
3 (total endowments and interest) have been reconciled with the Ledger 
for the year and the Detail Book for the previous year, the coasohdated 
Account should be submitted to the Local Ooverninents as reciuired by 
paragraph 16 of Appendix 5 to the Public Works Account Code. 

Financial Results of Irrigation, Navigation, Embankment and Drainage 
Works 

659 The financial results of Irrigation, Navigation, Embankment 
and Drainage Works for which Capital and Revenue Accounts are kept 
are reported by the Government of India yearly to the Secretary of State 
in Form No 66. Each Accountant General should prepare a statement 
in this form, and submit it through the locaJ Government, so as to reach 
the Government of India not Inter than the 3st November. The figures 
for this return should be obtained from the Administrative Accounts, 
Account Code Form 44, so far as accounts figures are concerned ; other 
figures should be based on information supplied by the Public Works 
Department authorities 

660 In column 2, “ Names of Works ”, of the form should be 
detailed the names of all works, separate totals being brought out for 
Productive and Unproductive works thus 

Productive Works 
A -^Irrigation Works 


B — ^Navigation, Embankment and Drainage Works 


lAAGO 


Total 

Total Productive Worts 
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Unproductive Works 
A. — Irrigation Works 


Total 


B — ^Navigation, Embankment and Drainage Works 


Total 


Total Unproductive Works 


661. The estimated cost of construction (column 5) should he deter- 
mined in the manner indicated in Chapter 17 of the Account Code and 
should, therefore, aproc Tvith the figure shown in Part VI of Account 
Code Form 44 

662. The Government of India have particularly requested that the 
statement submitted to them should he prepared pn the standard printed 
form and on one side of the paper only. The object of this request is that 
the preparation of the combined all-Tndia return may be facilitated ; for, 
if the width of the columns of the several Provineial returns is identical, 
fl Tsvomnilation of the return by the Government of India will thereby 
be nbxiated. 
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Other Annual Statements. 


663. As soon as possible after the close of the year, the folloiving 
annual statements should be prepared and forwarded to the authorities 
concerned, on such dates as may be settled locally — 

Serial No. 

Information to b» furnished. 

To whom submitted. 

1 

j Detailed schedules of revertua and expenditure of the 
Public Works Departmeat (in such detail as the local 
Goreisment may require) These schedules are or- 
dinarily the same as those leferied to lo Serial No. 11 
of Appendix I to the Acconnt Code. 

Local Oovemznent. 


Financial details to bo embodied in the Adminutration 
Report on the Public Works Department (in such 
farm as the local Goverameot may prescribe in con* 
aultation with the Accountant Gene^}. 

Public Works Depart* 
ment of the local Gov* 
eriuaent. 


1 The Schedules for I'lttbliehmeDt and Tools asd Platt (pertaining to State* 
jiirot No 1) should l<e supportel by the nccessoiy details to Bho\«’ the distribution 
of such charges over major heads, in accordance sntb the rules In Appendix 7 of 
the Public Works Account Code Tn all schedules, the expenditure on Central, 
Provincial Reserved and Provincial Tranaferred subjects should bs shown 
separately. 


Annual Certificates of Balances. 

664. Divisional Officers’ Annual Certificates of Balances, P. W. A. 
Form 91, on receipt, should be examined and Certificates Nos. 1 and 3 
reconciled with the respective schedules, vidt Article 621. An 7 points 
which arc indicative of deviation from any financial rule should be 
taken up with the Divisional Officer or higher authorities, as the case 
may require. Cases in which the sanctioned limits of Stock reserves 
or of balances of Stock appear to be unusually high or in excess of the 
normal requirements of the divisions concerned should be reported to the 
Higher Audit section for such action as may he considered necessary by 
the Accountant General 

I. For rules relating to tb'e annual revietr of balances, sec Account Code, 
Chapter 13. 

J.4A{JO 
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Chapter 36. — The Monthly Account. 

Preliminary Ezamination . . 665 i Correctioma .... 071 

Audit 666 1 Vouchers . ... 673 

I Supplementary Account . . 677 

Prehrainary Examination 

665 On receipt, the Monthly Account, P. TV. A Form 60, should 
be examined to see that the account and the supporting schedules and 
ether documents, as detailed in the List of Accounts, P. W. A Form 
83, which should invariably accompany the account, have been received 
in a complete state If any documents are missing, they should at once 
he called for by special letter, and if the account and the List of Accounts 
•were not signed by the Divisional Officer, and the Divisional Officer’s 
Beport of Scrutiny of Accounts, Form 84, is not received within ten 
deys of the receipt of the accounts, it also should be called for, a suitable 
remark being at the same time made m the Audit Note {vi^e Article 
676), not to he withdrawn until the report is received and found to be 
in order 

]. If it 18 noticed that th» Monthly Account of a division is reeeiyed habitually 
over the signature of the Divisional Accountant, the fact should be brought to the 
notice of the Inspecting Ofttcer when proceeding to inspect the accounts of the 
divisional office, tide Article 934 

Audit. 

666. The work of audit should be taken up at once. The several 
schedules, schedule dockets, vouchers, etc., received in support of the 
'Monthly Account should be examined to see that they are in all respects 
■properly prepared in accordance with the rules applicable to each case, 
and audited in deta’il in accordance with the general, as ivell as special, 
instructions prescribed in the relevant chapters of this Code. 

667 The following additional points should receive attention 

(o) In respect of all transactions other than Payments in Cash 
and Receipts of Cash, it is important to ascertain that each 
debit item is counterbalanced by one or more credit items, 
and vice ver$3 

(?>) In the case of all credits (whether cash receipts or transfer 
credits) which represent either (1) sale-proceeds of stores 
or other property, or (2) their transfer value, it should 
further be seen — 

(t) that the disposal of the property has been authorised by 
competent authority, and 

(ti) that the full value (including supervision or other charge 
leviable under rule) of the property has been charged, 
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or, if tlierc is a loss, that the loss has beeii sanctioned by 
competent authority 

(c) All schedules and accounts should be checked arithmetically. 

id) In regard to accounts •with balances, it should be seen that the 
opening balances of a month are correctly brought fonvard 
from the preiious month, in such detad as the prescribed 
form of the account requires 

(c) In cases m uhieh the figures of one account should work into 
another account, the two accounts should be reconciled with 
each other, and finally it should he seen that all the main 
accounts, thus proved, correctly work into the Monthly 
Account, P ^V. A. Form 80 

668 It is an important function of audit to see that, in all cases fall- 
ing under clauses (t) and (c) of Article 202, the progressive expenditure 
does not exceed the divisional appropriation sanctioned for individual 
works or items of expenditure, or for groups of works or items of expen- 
diture The Works Audit Register affords facilities for conducting this 
check, vide Articles 554, 555 and 556 If, in any case, the up to date 
expenditure is in excess of appropriation, or is not covered by appropria- 
tion, a suitable entry should he made in the Objection Statement, except 
when such expenditure is not open to audit objection under paragraph 
116 (e) of the Public Works Account Code. See also Article 522. 

669. Item No 32, “ Cash Balance E°’,y of the Monthly 
Account should then be checked to see that it is equal to the difference 
between the closing cash balance of the month (ns certified by the Divi- 
sional Offii’er on the Monthly Account or on the Report of Scrutiny of 
Accounts, as the case may be) and the opening balance of the same month 
(shoiTO in the Monthly Account), which should be checked •with the 
previous month’s closing balance 

1. Tlic “Memo of MuceUaneoqs Cash receipts paid into Treasuries" and thft 
Dirisionnl OfliceT’s “ Certificate of Cash Balance ’’ recorded on the rorerso of the 
•4.t«EA,V.\j M«otA rtiO’iM, tit -Vo 4t ntV tetrj dvria- 

tion from rule 


2 The closinc cash balance of the Monthly Account for March must be sup- 
ported by the original reporta and the certificate referred to in paragraph 579 (a) 
of the Public Works Ai count Code. It ahooM bo seen that these docutnente have 
been received iind th »t the balanoes certified therein are equal, in the aggregate, to 
the closing cash balmcc a* riiown in the Monthlv Account. • 

670. All the items of receipts and disbursements shown in the 
Monthly Account having thus been tested, the two totals of the account 
should then he checked arithtnetically ; if they agree with each other, 
the account is proved and should be passed for an amount equal to the 
total of the column for Dhhursoments " excluding the increase (if 
nnyi in the cash balance The audit enfaeement, stating the amount 
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passed both in words and fibres, should be recorded in red ink on the 
Llonthly Account, over the signature of the Gazetted Officer. 

1 It IS not necessary to send a formal intimation of audit to the Divisional 
OfBcer, aa the results of audit will be communicated to him in the form of the 
Audit Note and the Objection Statement (tide Article 739). 

Corrections 

671. Any item in the Monthly Account found to be incorrect, should 
he corrected in red ink, and if, in consequence of such correction or for 
any other reason, the account does not balance, the difference should be 
brought to account thus — 

(t) if the total receipts would be more than the disbursements, 
the difference, representing a shortage in the account, 
should be brought on to the Schedule of Miscellaneous P- 
"W Advances, P. "W. A. Form 70, by a suitable entry, 
necessary corrections being made not only in that schedule 
but also in the Classified Abstract of Expenditure, P. \V. A. 
Form 74, and the Monthly Account itself , 

(ti) if the total disbursements exceed the receipts, the difference, 
representing a surplus, should be brought on to the Sche- 
dule of Deposits, P W. A Form 78 (or 79), by a suitable 
entry, necessary corrections being made only in that sche- 
dule and the Monthly Account 

With these corrections, the Account will balance as if there were no error 
in it or m any of the supporting schedules 

672 All corrections made in the Monthly Account, or m any ot the 
schedules, should be advised to the Dinsional Officer through the Audit 
Note (Article 789), for the correction, after verification, of the relevant 
records of the division , vide paragraph 586 of the Public Works Account 
Code. • 

1. If the accounts of a division, especially the Monthly Account, are found to 
contain errors h.'thitu'tlly, unless these be triSins. the fact should be brought to the 
notice of the Deputy Accountant General, so that the necessary admonition or 
warning may be issued to the Divisional Accountant 

Vouchers. 

673. After check, every voucher or account should be enfaced in red 
ink with the word “ Audited ” over the initials of the auditor, and, in 
the case of vouchers, if the calculation*? liave also been tested arithmeti- 
cally, the clerk who checked them should certify the fact by writing the 
word “ Computed ” over hi*? initial*? 

1. The Accountant General may authorise the use of perforating or endorsing 
stamps, impressing distinguishing marks or numbers, which would indicate the 
persons who arc responsible for the audit or arithmetical check, as the ease may 
be Where this avstem is in force, a register should be kept showing the distribu- 
tion of these stamps (with the aekBowledgmeats of the auditors and clerks con- 
cerned), and the latter should take care that the stamps are kept with care and 
are so used as not to obliterate or destroy any important writings on Touchers. 
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674. If any objection ia taken in audit to a voucher, or to any item 
in a Bchcdule or other account, a note of the objection should be recorded 
thereon in red ink in sufficient fulness to make it readily understood. 

676, A list of vouchers, and another for other documents, which 
should have accompanied the Monthly Account but are not received 
Up to the time of completing the audit of the Account, should be prepared 
for inclusion in the Objection Book and the Audit Note, respectively. 
These lists should include such of the missing documents referred to in 
Article 665 as may still be awaited. 

1. If it is found that a substantial petcentage of the vouchers of a division is 
habitually received late, a special enquiry shonld be made to ascertain the reasons 
for the delay, and to seek the co-operation of the Divisional Officer in applying the 
remedies vrhieh the Audit office may consider advisable. It should particularly be 
seen that the delay ia not indicative of dilatory habits of work, on the part olf the 
Divisional Accountant, in applying the necessary check to the vouchers of Suh- 
Divisional Officers. 

676. Vouchers and other documents which were not received with 
the Monthly Account should, on receipt subsequently, be examined in 
detail in the same way as they should have been examined if received 
at the proper time ; and the Superintendent will be responsible for seeing 
that this precaution is invariably taken when removing from the Objec- 
tion Book or the Audit Notes, as the case may be, any reference to such 
documents. 


Supplementary Account 

677. The Supplementary Account of the year should be dealt with 
in audit, as far as possible, in the same way as the Monthly Account of one 
of the months of the year. It should be borne in mind, however, that 
there can be no cash transactions in this account, nor any actual trans- 
actions of Stock, and that transfer transactions are permissible only .to 
the extent indicated in paragraphs 582 and 583 of the Public "Worta 
Account Code. 
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Preparation for Compilati 
RegiatratiOD of Details . 
Worka Audit Summarica 


C7S Treasury Audit Summaries of Public 

Uorka Transactions . . . &34 

' Worka Transactions for other De- 
6S1 partments . . 6$5 


Preparation for Compilation 


678 After a Jlonthly Account has been auditeil, or prior to audit 
under the proviso in Article 133, the total receipts and disbursements 
(which arc equal, vide Article 670) should be posted in the Statement 
of Disburser’s Accounts, Form 60, referred to in Article 507, and the 
account should then be utilised for posting the Classified Abstract (see 
Article 502). 

1 Tho entry in Form CO should be laitialled by the auditor, who should remem- 
ber that thcro will be no entries in the eolumus for the opening; and closing balances, 
vide Artirlr 503 

S If tho number of Public Works divisions la on Audit circle is large, it will 
usually be found convenient to oiaiatsia a separate Form CO m tbo Works Audit 
Pi'partiiicnt. nnd to post the totals of it in the maia form referred to la Article 
507 


Registration of Details 

679 The Aecoinitant Getier.il will lay down the ejctont of the detail 
which ma> be recorded in the Classified Abstract and in subsidiary 
summaries maintained in the Works Audit Department, respectively, in 
respect of Public Works transactions brouglit to account through the 
Monthly Accounts of Divisional Offices. In any case, it is essential that 
the Classified Abstract sliould be the main record, so far as the entire 
circle of audit is concerned, in respect of — ■ 

(1) Rcccipt.s of the following classes, classified under major, minor 

and detailed heads . — 

Revenue Receipts ; 

Receipts nnd rccoTcries on Capital Account : 

(2) Refunds of Revenue, classified under major, minor nnd detailed 

heads 

(3) Other espcndltnrc transactions, classified under major and 

minor heads, and such other heads of account as are declared 
to be primary units of appropriation, or are distinct suspense 
heads. 

(4) Debt (including remittance) head transactions, classified under 

local ledger heads. 

Other details may be record'-d cither in the Classified Abstract or in the 
summaries, provided that no details arc dispensed with altogether. 

1. It Is perm5«»ibl<* to uUIw aji rammaries anv of the broi<l«hecH imintainfd 
In th? auilit iipftion* 

680. T>fleied. 
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Works Audit Stunmaries. 

681. In respect of details excluded from the Classified Abstract, it 
should not ordinarily be necessary to prepare every month a complete 
provincial summary of the transactions of all divisions of the circle of 
audit ; M’hero such a summary is necessary oftener than three or four 
times in the year, it will usually be found more convenient to record the 
details in the Classified Abstract Divisional summaries may, however, 
he prepared monthly or as often m the year as may be necessary for the 
purpose either of furnishing any statistical information required by 
Government or of facilitating tlie preparation of the provincial summaries. 
At the close of the year, it is essential that the total of the transactions 
of tlip year, for the entire circle of audit, under each head excluded from 
the Classified Abstract, should be known, the information being required 
both to make up the deficiency of the Classified Abstract and to facilitate 
the preparation of the statements required for the Finance and Revenue 
Accounts and the several Pro forma annual accounts. 

682 Any summaries proscribed under the foregoing rales should he 
prepared as indicated below — 

(o) In respect of transactions of the classes enumerated below j 
from the audited divisional schedules pertaining thereto— 
Revenue and other receipts ; 

Suspense Accounts ; 

Deposits : 

' Takavi Works Advances ; 

Refunds of Revenue 

(Zi) In respect of other transactions (including works e-tpenditure 
included m the aecounts of Deposits and Takavi Works 
Advances) , from the Works Audit Registers, which sliow 
all the necessary totals {vide Article 554), mcludhig those 
for detailed heads of expenditure subordinate to each 
primary unit of appropriation 

683 The forms of the summaries may be prescribed by the Account- 
ant General according to reauirements In writing them iiP. the 

arrangement of the prescribed major, minor and detailed heads should, 
however, be observed strictly , and, as far as possible, the results brought 
out should be reconciled with the corresponding figures in the Classified 
Abstract, the responsibility for this agreement being placed on a member 
of the superintending staff. 

Treasury Audit Summaries of Public Works Transactions 

684 Revenue and expenditure transactions of the Public Works 
Department which are brought to account direct on the books of the 
Accountant General do not enter the Sfonthlv Accounts of Dirisional 
Officer.s and are, therefore, excluded from the Works Audit Registers as 
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well as the summaries of the Works Audit Department. These trans- 
actions wall ordinarily be entered in the Departmental Classified Abstract 
in full detail, but, if the Accountant General finds it more convenient, the 
details leading to the primary units of appropriation may be excluded 
from the Departmental Classified Abstract, in respect of expenditure 
transactions, provided that suitable summaries are maintained in the 
Treasury Audit Department in respect of the excluded details Subsidiary 
registers will, in any ease, be necessary to summarise, in detail, the 
receipts relating to projecte for which separate revenue accounts have to 
be maintained. See also paragraphs 252 and 257 of the Public Works 
Account Code 


Works Transactions for Other Departments 

685. In respect of revenue and expenditure transactions connected 
with works of the Departments of the Central Government named* below, 
the execution of which is entrusted to the Public Works Department as 
a standing arrangement, and for which the Accountant General acts as 
the sub-Audit Officer of the Departmental Audit Officers concerned, {vidt 
Article 614), it is not necessary to record any details m the Classified 
Abstract, beyond treating the connected tran-sfer transactions as pertain- 
ing to the Remittance account concerned The details of the monthly 
transactions of this class are recorded m the Works Audit Registers and 
in the audited divisional schedules, in the same way as corresponding 
transactions of the Public Works Department itself Suitable summaries 
‘may be maintained or compiled, whenever necessary, for furnishing such 
accounts or statistical information as may be required by the Depart- 
mental Audit Officers or other authorities 
•Military Engineer Services ; 

Royal Air Force ; 

Railway Department , 

Indian Posts and Telegraphs Department ; 

Archieologieal Department 
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Chapter 38. — Settlement of Remittances. 

Introductory > • • . fiSfl ( Publjo ITorks Romittsaoes . . 689 

Transfers between Pubbe Works 1 Eicbaage Accounts . . 694 

Officers 087 j 

Introductory. 

686. In Chapter 32 has been prescribed the detailed procedure for 
checking the Schedules of Debits (and Credits) to Kemittances, PW-A. 
Form 77, received from divisional ofBces. To complete the audit of 
remittances, it is necessary to see (1) that each transfer adjustment which 
remains uncleaved, within the accounts of Public Works OCdcers for the 
month in which it is brought to account is settled in due course by a 
corresponding adjustment of the opposite character, whether within, or 
outside the accounts of Public Woi6 Officers, (2) that transfer adjust- 
ments which appear, in the first instance, outside the accounts of Public 
Works Officers, but have to be brought to account by the latter, are so 
brought to account in due course, and (3) that, generally, the settlement 
of remittance transactions of all classes proceeds expeditiously and in 
accordance with rule. The detailed instructions for securing these objects 
are given in this chapter. 

Transfers between Public Works Officers. 


687 The procedure for watching the clearance of unacknowledged 
balances under the head “ Transfers between Public Works Officers” is 
as follows After all the Schedules of Debits (and Credits) to Remit- 
tances, P W A Form 77, have been audited, all unacknowledged items 
of this class should be posted m the Broadsheet of Public Works Tiausfcrs, 
Form 67, columns 1 to 5 being used fox the purpose The clearance of 
individual items should be watched by posting monthly, in the appropriate 
column of the Adjustment portion (column 6 onwards) of the broadsheet, 
the amounts of items cleared from time to time ; see also Article 603. 
After the audit of the accounts of August, December, and every subse- 
quent month of the official year, a suitable memorandum of reconciliation 
with the ledger balance should be recorded in the broadsheet. Thus, 
for December the memorandum will be as follows : — 


Amount outstanding at end of Avgost 
Aid Fresh items — 

September 

October 

November . 

December 


Rs 

000 


000 


.. 000 


Tout 
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Dedacl Items adjusted — 
September 
October 
November 


Rs 


000 


Amount outstanding at end of December. 
Amount outstanding as per ledger 


000 

000 


688. At the close of the year, there should be no balance under this 
vemittance head, and with this object, the list of outstanding itema 
should be re\iewed monthly towards the close of the year, and steps 
should be taken, m correspondence with Divisional Officers, to get all 
transfers responded to, or written back, before the accounts of the year 
are closed See also paragraph 491 of the Public Works Account Code. 


Public Works Remittances. 

689. The detailed classification of the bead “ Public Works Remit- 
tances ” IS given in Articles 604 and 605 

690. The procedure for dealing with heads I — Remittances into 
Treasuries and TI — Public Works Cheques is as follows As the divi- 
sional Schedules of Monthly Settlement with Treasuries, P W. A. 
Form 51, are checked, broadsheets in Forms 68 and 69 should be posted 
therefrom in respect of transactions (cheques and cash remittances res- 
pectively) with treasuries m account with the Accountant General. 
Each broadsheet, when completely posted, should be totalled, and its 
totals agreed with the corresponding figures m the ledger At the close 
of the year, the outstanding differences should represent merely the 
amounts of cheques drawn up to 31st March remaining uncasbed by 
that date, and cash remittances m transit on that date All other differ- 
ences should be enquired info and adjusted before the accounts of the 
year are closed 

1 Tlih monthlj- rccon''iliation, so far as the Civil figures for each treasury are 
concerned, is made on the basis of Treasury Officers’ monthly certificates received 
nitb til'- accounts of Ptiblie WotTcs Officers If the month’s total, thus arrived at, 
for " Cheques cashei! at treasuries ” or TtemiUatices acknowledged by Treasury 
Officers Ts the case may be, agrees with the corresponding figure in the Detail 
Nook, no reference to treasury seliednlcn will ordinarilv bo necessary, but in cases of 
difference, a detailed comparison of the Treasury Officers' certificates with the 
schedules should be made with a view to tracing the discrepancy 

2 The procedure for dealin" with the transactions feheques and cash remit- 
tances') of Public Works Officers with tre'isories in account with another Accountant 
General is described in Articles 695 and 696 

691. Debits and credits under head III — Other Remittances — (n) 
Items acliustable by Cnnl Officers, which appear in the accounts of 
Public Works Officers, should be adjusted in the Civil section of the 
accounts in the same way as similar transactions of inward exchange 
accounts The procedure prescribed in the Account Code in respect of 
the adiustment of non-Public Works transactions of inward exchange 
accounts should be obscr\'ed, with such local modifications fW the 
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Insert the lollowing as a Note bdow this Article the 
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ruiui ±\j ^.n^ujuaimeiii ivcBiaiu* oi i uudv norns items ot inwarQ Ex- 
change Accounts), in the same way as if this Part I were a Schedule U or 
D in support of an outward exchange account. As soon as the totals of 
the postings have been reconciled with the Detail Book, full particulars 
of each transaction (including the month and item number of Part I) 
should be intimated, in suitable form, to the Divisional Officer concerned 
to enable him to respond to the transaction 

1. To expedite adjustment, the Accountant Oeneral may authorise earlier issue 
of the intimations to Divisionjl Oflicera, provided that ( 0 ) an item advised la at 
nace registered la Part I and an item number is assigned to it, nnd (b) as soon 
aa the Civil Account of a month u closed, the entries id Part I are totalled and 
the total reconciled with tho correeponding figures in the Detail Book 

693 The clearance of debits and credits under bead (b) registered 
in Part I of the Register as above should b§ watched through Parts I, 
II and III of the Form, on the basis of responding credits and debits as 
shown under this head in the audited divisional Schedules of Remit- 
tances, P. W. A- Form 77 The procedure prescribed in the Account 
Code for watching the adjustment of Public Works items of inward ex- 
change accounts should be observed, with such local modifications as thw 
Accountant General may consider necessary, it being remembered, how- 
ever, that unless special steps have been taken {vide Rule 1 to Article 
692) to expedite the settlement of items to be responded to by Public 
Works Officers, the earliest month in which an item will be responded 
to in the ordinary course is the second month following that in which the 
original debit or credit appeared in the Cml section of the accounts As 
m the case of transactions under bead (a), it is essential that not only 
should the adjustment of individual items be watched closely, but also 
the total uncleared balances should be tested month by month, and all 
transactions of a year should be settled before the accounts of the year 
ate finally closed 


Exchange Accounts. 

694. The detailed procedure for watching the clearance of exchange 
account transactions is described m the Account Code, as this work is, 
for the most part, done in a separate section of the office unconnected 
with any of the Audit Departments 

605. If any Public Works Officers in account with the Audit offide 
haie been permitted to have dealings with any treasuries in another 
Audit circle, or with any Slilitary treasure chests, broadsheets in Forms 
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68 and 69 {vide Article 690), should be kept in the 'Works Audit Depart- 
ment, separately m respect of the transactions (cheques and cash remit- 
tances) relating to the treasuries or treasure chests of each Audit circle, 
as the responsibility for watching the clearance of the transactions 
devolves pnmanly on the Audit OfScer with whom the Public Works officers 
are in account 

696. The monthly totals of these broadsheets should be reconciled 
thus — 

(») Cash remitted by Publio Works "J 

Officers I with the corresponding figures in the Detsil 

(ii) Cheques issued by Public Works f Book. 

Officers / 

(til) Remittances acknowledged by | with the totals of the relevant credits and 

Treasury Officers. V debits fas the case may be) in the inward 

(if) Cheques cashed at Treasuries J exchange account concerned. 

Differences in respect of (t) and (t») would indicate errors of account- 
ing which should be traceable within the office If any difference is 
found m respect of (tu) or (to), the entries in Schedule A or B, as the 
case may be, received with the inward exchange account, should be com- 
pared in detail with the relevant postings in the broadsheet and the discre- 
pancies traced and settled, in communication with the Accountant General 
concerned if necessary 
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708 

709 

712 

713 


697 The accounts of receipts and disbursejnents which are rendered 
by Divisional Forest Officers m the forms prescribed in the Forest Ac- 
count Code should be checked to see that the disbursing officers have ren- 
dered correct accounts of the transactions m their charge and that all the 
subsidiary accounts correctly work up to the Cash Account m Forest 
Account Form 6. 


Receipts and Charges. 

698. All vouchers in support of payments should be examined in 
the same manner generally as payment vouchers received from treasu- 
ries and It should be seen that sums receivable have been received and 
duly brought to credit, a register in Form 40, prescribed for special 
recoveries (Article 434). being maintained if necessary 

699. Charges should be examined with reference to sanctions and 
appropriations therefor, and as to advances and recoverable payments 
generally it should be seen that they are covered by proper authority 

700. Works and conservancy charges lying outside the powers of 
sanction of the Dnisional Forest Officer, either because of their nature 
or their amount, should receive special attention, and it should be seen 
that the requisite sanction exists and that it has not been exceeded 
without proper authority Audit Registers m Forms 10 and 19 pre- 
scribed for Special and PerioiUcal charges (Axtielcs 315 and 316), with 
such modifications as may be considered necessary, should be main- 
tained for this purpose 

701. A point of special importance m connection with work.s and 
conservancy charges is that when oxpenditnre on a work is spre.sd over 
two or more months, the total expenditure up to date is watched against the 
sanction, in addition to seeing that the appropriation for the head of 
account, or any other prescribed nnit of appropriation, is not exceeded. 
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Care should also be taken that ■works forming parts of a single scheme, 
even though sanctioned piecemeal, are grouped together in order to 
see that the whole scheme has received the sanction of competent 
authority and that the aggregate expenditure does not exceed the 
amount of the sanction ■without proper authority. 

702 Charges recorded under the head “ B — Establishments ” are 
subject to the ordinary rules and procedure of audit relating to such 
charges 

702-A With reference to the particulars furnished in the vouchers, 
m the classified abstract of expenditure, and in monthly lists of sanc- 
tions (Article 48 of the Forest Account Code), it should be seen that the 
charges are correctly classified, and in particular that the allocation 
under “ Capital ” and “ Revenue ” is in accordance with the prescrib- 
ed rules In cases of doubt, the required information should be obtain- 
ed from the Departmental Officers, so that the charges may be classified 
correctly 


Forest Remittances. 

703. The monthly extracts from the Registers of Cheques (Forest 
Account Form 4) received from Divisional Forest Officers should be com- 
pleted in respect of dates of encashment of cheques at the treasury A 
register in suitable form should be maintained for checking the credits 
in the Accounts of Divisional Forest Officers with the corresponding 
debits in the treasury accounts on account of cheques paid The differ- 
ence between the two sides of the account should be proved by the 
details of the uncashed cheques as brought out in the extracts from the 
Registers of Cheques, and individual items, if outstanding for more than 
Ihrcf- months, should he settled by reference to the Divisional Forest 
Officer, 

704. Similarly, the remittances to treasuries as shown in the 
monthly Schedules of Remittances (Forest Account Form 15) should 
be reconciled -with the schedules received direct from treasuries and the 
consolidated Treasury Receipts received through the Divisional Forest 
Officers and the debits in the Forest accounts should thus be checked ■with 
the corresponding credits m the treasury accounts, a register in suitable 
form being maintained for the purpose of this comparison DifTerences 
should be settled promptly by correspondence with the Divisional Forest 
Officer or the Treasury Officer as may be necessary 

Book Transfers 

705 Debits and credits arising out of inter-divisional adjustments, 
whore permissible under paragraph 21 of the Forest Account Code, 
should be sot against corresponding credits and debits respectively. 
Ordinarily, when such transactions are paired, a note of agreement 
should be recorded in red ink by* the auditors of both the divisions 
against the relevant entries in the Cash Accounts ; but if the number 
of transactions is large, a suitable register may be prescribed, in addi- 
tion, to facilitate watch over unadjusted transfers 
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706. Book transfers with other departments, provinces, etc., should 
be classified, as pertaining to the Remittance or Exchange Account 
concerned. Ordinarily, debits and credits appearing in the inward 
exchange accounts are not adjusted until the transactions first appear 
in the Forest Account, hut charges for Military and Medical stores 
supplied to the Forest Department are an exception to this rule. 

1. When the adjustment of an item appearing in an inward exchaugu account u 
held back on the ground that the relevant debit or credit has not appeared m 
the Forest Account, an enquiry as to the eaose of delay in the adjustment of 
the transaction should be made of the Divisional Forest Officer. 

N 

2. Transactions between Forest and Public Works officers of the same Audit 
Circle, whether originating in the Forest or Public Works Accounts, should be 
classified under the head " Public Worke Remittances 

Ledg^er Account. 

707. The Contractors’ and Disbursers’ Ledger (Forest Account 
Form 18) should be checked to establish that all the transactions per* 
taming thereto have been correctly posted, and that the opening and 
the closing balances are correct, and the closing balances should be 
reviewed in order to see that the relevant rules and orders as to their 
clearance are observed Outstanding balances which are not cleared 
within a reasonable period should form the subject of special enquiry 

1. The instructions in Article 762 apply mutatts mutandis to Forest Advances 

Review of Audit. 

708. The rules in Chapter 8 apply generally to both the concurrent 
and the post Review of the audit of Forest Officers’ accounts 

Abstracts and Summaries. 

709. As the divisional accounts are audited, or prior to audit 
under the proviso in Article 133, the transactions of the month should 
be posted in a Classified Abstract for each forest circle The Classified 

abovAd eclwsn’iw m vihvcb c.an be %xbib\ted tbe tvaus- 

actions of each forest division in each month and also separate columns 
for the exhibition of monthly progressive totals of the circle It 
should open with the cash balance of each dmsion, as brought forward 
from the previous month’s account, and the resulting balance should 
he proved by comparison with the total of the cash balances as certified 
in the Cash Accounts of the several dnustons. 

710 The ncoimt.s of the month being thus proved, the classified 
abstract should be utilised as the basis of the Consolidated Abstract (see 
Article 502), which should be compiled through a separate classified 
abstract in whicli the total provmcial figure under each head will be 
worked out The Accountant General will lav down the detailed proce- 
dure for the rompilntion of. and the extent of the detail which may be 
recorded in. the Consolidated Abstract 

L4Ano t 
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711. It IS desirable that the aceotmts of Forest Officers' transactions 
should be incorporated in the Civil Account of the same month to -which 
they relate, and no departure firom this rule should be permitted in res- 
pect of the accounts of any division except under unavoidable circum- 
stances, such as very late receipt of the Divisional Officer’s Cash 
Account. 


Results of Audit. 

712. The resnts of audit should be communicated to the depart- 
mental officers in accordance with the rules in Chapter X of the Forest 
Account Code. Objections will be registered and dealt with generally 
m accordance with the rules in Chapter 42. 

Progress Reports. 

713. Monthly reports of the progress of revenue and expenditure, if 
required by Conservators, should be furnished to them m such forms 
as may be prescribed by the Local Government to suit local require- 
ments. An annual summary may similarly be sent, if required. 
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PART VI. 


RESULTS OF AUDIT. 

Chapter 40. — Objections in Audit. 


Istrodoctory .... 714 

Reglatr&tion o! Objections . . 715 

Olevance of Objections . . . 721 

Honey Values of Objections . . 725 

OTerUpping of Objections . 72$ 


Objections to Inenffieient or Ir> 
regnlsr Sanctions . . . 730 

Penodicsl Abstracts of Objections . 731 

Finaacis] Irregularity . . . 732 

Audit oi Fxpendituie against Grants 
and Appropriations . , . 736 


Introductory. 

714. The procedure for communicating tb'e results of audit to 
ezecutire and controlling authorities is described in Chapters 41 and 
412, irhich pertain to the Public 'Worhs and non.Public Works transae* 
lions respectively. The general principles common to both classes of 
transactions are stated in this chapter. 


Registration of Objections. 

715. Objer*' - i -» — • *- - - • out of audit should be com- 
municated at ’ objections should first be 

registered in . . ds maintained in the Audit 

ofQce. 

1 Tbe rales lu this chapter apply cenerally to all objections arising out of audit 
irhethcr conducted centrally or lorally. As an eieeption, objections against dis- 
bursing oRicers trbich have arisen out of local audit, but cannot bs expressed in 
Boney values, need not be registered m Objection Boobs. 

t. Mere instrurtions lor lutuie guihance need nob "bo registered in the tibjeettoa 
Books innintained in the Audit OlUee If the pursuance of an objection indieatei 
the need of prescribing a new procedure for geaeral observance, such proeedore 
sbouM be lOmmunieated by a general letter and cot by any form or statement 
intended solely for the eomraunicatios of objectiona. 

3. For objections on the score of mfrugement of any canon of dnaneial pro- 
priety, see Article 118 

716. The rule requiring the registration of all objections arising 
out of-nudit is subject to the qualification that objections tvhicb are 
trivial or have been waived by Audit Officers under any of the provisions 
of the rules in Articles 156 and 157 should not be included in Objection 
Books, though a separate office record of objections waived should be 
maintained for production at the inspections of the Auditor GeneraL 

^’(TTE— The maintenance of a separate record may bs dispensed with U tbs 
ea«e of objections waived under rlanse (2) (n) of Article 156. 
lAAOO t2 
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717. In all statistics relating to objections, it is desirable to show 
-separately the figures relating to each of the groups named below : — 

tl)Provincial and (2) Central 

The records of objections should be so maintained in the Audit Office 
as to facilitate the observance of this classification whenever necessary. 
It IS not necessary to keep objections separately by major heads, but, on 
this point, Accountants General should comply with any express requests 
of the Government concerned 

1 Objections on nuscellaneoiis transactutns {eff., Noa-Oovcrnment Works in the 
Public Works Departiuont), not pertaining to one of these classes may be booked 
under the group in which the bulk of the tranaictious of the odce concerned falls. 

It is left to the discretion of each Areountant General to follow the method 
of inaint&ining the record of objections by (groups which may be found to be 
most suitable to his office Where the number of objections is not largo it would 
suffice to distinguish the items relating to cadi group by guide letters, but 
it is permissible to keep a separate record for any group where necessary. 
Objections reUting to appropriations should, however, be recorded separately from 
other objections, tide Eule 2 to Article 737 

718. Again, for an efficient review of objections and of the progress 
of their clearance, it is desirable to keep the objections of each official 
year separate, even though their clearance may be effected m a subsequent 
year. 

I. In the cate of progressive expenditure, such as that on works under con- 
struction in the Public Works Department, an objection to excessive expenditure 
should be held to relate to the year in which it was first raised m andit, oven 
though further expenditure may be incurred in a subsequent year 

719. All records of audit objections mamtamed m the Audit office 
must be written up with care, and watched closely both by the Superin- 
tendent and by the Garetted Officer, Even though the Objection State- 
ments have not been actually despatched, an objection once raised can 
be removed from the records of objections only under the initials of a 
Gazetted Officer or of a member of the superintending staff, who will be 
responsible that due authority exists, in each case, for the removal of the 
objection. 

720. As far as possible, the entry of an objection, whether in the 
Objection Book or in the Objection Statement or Audit Note, should 
be fully descriptive, so as ordinarily to obviate the necessity of any 
further reference to the voucher or account concerned. 

Clearance of Objections 

721. The rcsponsibilitv for the removal of objections, and the settle- 
ment of other points rai«»-<i m audit, devolves primarily upon the disburs- 
ing officers, heads of officrs. and controlling authorities With a view, 
however, to assisting the Finance Department of the Government con- 
cerned in the maintenance of financial regularity, and of a proper ‘system 
of accounts, the Accountant General is expected to keep a constant and 
carcfol watch over objcetioiis and to keep controlling authorities fully 
acquainted not only with individual cases of serious disregard of finan- 
cial roles, but also gcner.qlly -with the prt^*ros.s of the clearance of obj'cc- 
tions. The procedure to be ohserved should be determined by the 
Accountant General in consultation with the Finance Department! 
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The requirements of the Appropriation Accounts and Report, as statedf 
in Appendix 16, should) of course, be borne in mind at all times, but 
these reports are not meant to obviate an intelligent, prompt and^vige^ 
rous pursuance of objections and an early report of any important objec-- 
tions to the local Government. Such reports shall be made to the Finance 
Department unless the local Government rule that they arc to be made 
to the Adnimistrative Department concerned. 

1 If an objection is raided requiring the «anctioti of the Secretary ot Ktale In' 
Council and tlie Accountant Ocneral le of opinion that tbo case is one in ivlueh the 
Auditor General might appropriately e\crcise the discretion given to him under 
Rule 16 (2) of the Auditor Oencral’i Rules of condoning the failure to make a 
reference to the Secretary of State in Council, the Accountant General ehoiild 
eomiiiunieatc the facts of the case with his icroinmendations to the Auditor General. 

722. The adjustment of each individual objection should be watched 
through the prescribed records until clearance or withdrawal, as the 
case may be. 

723. The Accountant General should look to the Gazetted Officer 
and the Deputy Accountant General for the progress of adjustment, and 
unremitting personal attention to this duty on the part of the Gazetted 
OiUccr IS indispensable. 

724 "When an objection once raised has been ivitbdrawn, ' either 
on reconsideration or in the light of information which was not available 
previously, the disbursing officer or other authority to whom the objec- 
tion was originally addressed should be informed forthwith, as, otherwise, 
he remains unnecessarily responsible for taking steps to remove the 
objection 

Money Values of Objections. 

725. In order to make a collective presentation, whether to controll- 
ing authorities or to the Legislature, of (1) the results of audit, and 
(2) the progress of the clearance of audit objections, it becomes necessary 
to express the records of objections in money values, and for this pur- 
pose money columns have to be opened therein, There are, however, 
ela-sse-s of objections wnicb cannot be suitably expressed in money value, 
or which, if so expressed, do not give an adequate or fair statement of 
the degree and extent of deviation from nils It is permissible, there- 
fore, to omit values altogether in certain cases , m other cases, where 
values alone are misleading, other particulars may^be recorded in addi- 
tion or values may be dispensed with altogether, as may be settled in 
consultation with the Finance Department and with the previous appro- 
val of the Auditor General 

726. Money values should he recorded in respect of objections of the 
classes enumerated below or similar objections — 

General 

. 1 1. Want of vouchers (if not received when the relevant accounts 

are under audit) 

j;oTr__Th otdfT to comply with the demands of the local Government for 
statistical information, a separate snhsidisry register may be maintained for tha 
record of objections for want of payees’ receipts Objections for w*nt of detailed 
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bills also Bliould be recorded in this register in tbe absence of .-my other register 
preieribed for the purpose, see Article 315. This register should be examined every 
month and the total amount outstanding therein after the end of the second month' 
(third month in the case of payment# made in such remote localities as (1) Porti 
Blair, (2) Persia and other foreign countries], followiog that to which the objections 
relate should be transferred to tho mam Objection Book without any details bej ond 
the Serial number or other indication that may be necessary for identification. 
This procedure may, at the discretion of the Accountant General, be extended to 
ether definite classes of objections of a similar nature, provided that such objections 
do not involve substantial deviation from rule 

2. Want of sanction to advances, losses, etc. 

3. Want of eanction to special charges. 

4. Want of any other sjrecific sanction required by rule. 

5 Overpayments and short recoveries. 

6. Delays in the recovery of sums due to Government, if not 

covered tvithin a reasonable period, which may be prescribed 
locally in respect of each class of debt 

7. Expenditure involving infringement of any of the canons of 

financial propriety 

8 Want of appropriation. 

' 9. Excess over appropriation. 

For Puhlie Worki (ronsactiona only. 

1. Want of sanctioned estimate. 

2 Excess over sanctioned estimate. 

3. Want of financial sanction to works. 

4. Want of administrative approval to works 

5. Excess over administrative approval. 

6. Expenditure on Deposit works charged to iliscellaneous P. W. 

Advances 

7. Excess over sanctioned limit of reserve stock. 

727. Money values need not be indicated in the records of objections 
of the following classes : — 

1. An objection which takes the form of a simple direction for 

future guidance, or of a call for a document the absence 
of which is not likely to affect the amount admissible 

2. Stamp not affixed on a voucher otherwise complete 

3. Delays in the settlement of debts due by Government. 

4 Habitual delays in the submission of account returns, vouchers, 
etc. 

5, Fictitious adjustments and manipulations in accounts, nnleea 
an actual . loss has resulted. 
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6. Deviations from rule which are indicative of disregard or evaaon 

of rule, but do not represent charges incurred without pro- 
per sanction. 

7. Excess over appropriation for Public Works Suspense heads 

when an assurance is received from competent authority 
that the excess is temporary and will not affect the net 
appropriation for the year. (If, in the absence of such 
an assurance, the money value of the objection has been 
registered, a minus entry should be made in the money 
column for objection on receipt of the assurance ) 

8 Errors in accounts, vouchers, etc , which do not ipdicate any 

deficit or surplus. 

9 Instructions, and other remarks, regarding the form of account*, 

etc. 

KO. 98. 


Page 2S5, Article 727-^ 

Jiwerf the following as item 13 below this Article !— 

13. Paymont of Grants-io-aid when a certificate of utilisation is 
awaited from the Inapeoling Officer. . 

[Audit Cod., Vol. 1. l.l Eda (2ed Bep.). Ho »8, dated the l.t Juo. ‘We.l'jert 

. . .. — rely, 

tne several oojections on the transacUon should be boobed separately, as 
if they relate to different transactions This feature of the system of re- 
gistration should, however, be borne in mmd, and in all statistics and 
reports wherein the money values of objections of several classes may be 
commented upon, or presented, collectively, eveiy effort should be made to 
make due allowance for the exaggeration caused by this overlapping of 
objections, and the existence of the overlapping, and the steps (if any) 
taken to remedy it, should be mentioned prominently 


1. The AcPounUnt General may. in the case of non-Public Works transactions, 
permit all objections on a transaction to be recorded under a single head— -the most 
serious fine — proeided that suitable safeguards ore adopted (o') for watching the 
removal of each of the objections, and (h) for m.nintaising the general accuracy of 
statistics relating to objectians 


The detailed procedure for eluninatmg exaggerations dne to the orerlapping 
of objections may be prescribed by the Accountant General It should be clearly 
set out in the Office hlannal 


729. In some causes, it will be found impracticable to make allowance 
for the elimination of exaggerations; eq, when a Public Works Depart- 
ment voucher, relating to a number of works, is not received in audit, 
and the amotint of the total expenditure covered by it is held under ob- 
jection for want of voucher", one or more parts of it may relate to 
expenditure on works which is separately held under objection for, say, 
excess over estimate ", and ** excess over appropriation ", and it may 
not, therefore, be possible, ’without introducing a system of complicated 
registration, to determine the amount by which the separate objection 
" for want to voucher " will cause an overetatement of the total objections. 
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In such cases, it ■mil be found advisable to exclude, from all collective 
statistics, the -whole figure relatii^ to a particular class of objections and 
to mention this fact pronimenlly m all reports and statements connected 
-with the statistics. 

Objections to insufficient or Irregular Sanctions. 

730 There is a class of important objections which cannot be omitted 
from collective reports or statistics but must be excluded from the 
ordinary records of the objections booked against disbursing officers. 
These are objections to insufficient or othenvise irregular sanctions accord* 
ed by (t) the Local Government or ft») any other lower authority above 
the disbursing officer A record of these objections should be kept in 
special registers in Form 72-A A separate register should ordinarily be 
maintained for the record of objections relating to irregular sanctions of 
the L'^cal Coici-nment and it sliould be reviewed periodically by the Ac* 
countant General The Accountant General shall, at his discretion, deter- 
mine the number of regi'ters to be mamtamed for similar objections relat- 
ing to sanction.s accorded by other authorities and prescribe the manner 
in which the registers so maintained should be penodically reviewed. 
Correspondence relating to such objection^ should be addressed to the 
authority who accorded the wnction The di.sbur^,mg officer nr officers 
should hnweACr he informed simultaneously that the sanction has been held 
under objection If at any time before the removal of the obj'ection it is 
considered necessary to retrench the amount disbureed such retrenchment 
order shall be communicated to the disbursing officer through the sanction- 
dng authority 

f, Periodical Abstracts of Objections 

781 If the local Government so desires, abstracts of outstanding 
objections should be prepared in suitable form and submitted to it on 
‘iuch dates as may be settled m consultation with the Finance Department 
(ride Article 721) These abstracts may be accompanied, when so required 
by the local Government, by suitable extracts detailing by Civil districts 
and Public "Works dirisions the more important of the outstanding objec- 
tions. 

Financial Irregularity. 

732 The rules relating to the preparation of the Appropriation Ac- 
counts and Report are given in Appendix 16 Tlie detailed procedure 
for the registration of special irregularities and for collecting .such statistics 
as may be required for the preparation of the Report may be laid down 
by the Accountant General 

733. Reports of indhidual cases of Pterions financial irregularity 
•should, in the first instance, be addressed to the controlling authority 
concerned, though copies may be sent to luglier authority simultaneously 
'for information in cases which arc so serioas that it is pos.sible they will 
e%cninally be included in the Appropriation Accounts .end Report 

■ l.| In the ra«e of Public Worts tninsaetiana, the report ahonld be 'sent to the 

Superinteniltnr ]:nj;ineer under this rule 
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734. It is not necessary to report individual cases of serious finaneaaJ 
irregularity to the Auditor General unless his intervention is deemed 
desirable, but, in cases of doubt or difficulty, the Accountant General 
may seek his advice ; sec also Article 721. All serious and luteresrio" 
cases of fraud or foi^cry, and cases indicating the need for change of 
procedure, should, however, be reported at once for the information of 
the Auditor General 

1. In all applications to the Auditor General for advice, a clear statement should 
bo oiado of the point at issue, of the view which the Accountant GencT.il thinks 
should be adopted, of the action (if any) he luis already tiken, and the action he 
proposes to take Copies of relevant reports and correspondence should accompany, 
where these may be necessary to esplain any points in detail 

735 A record on the alphabetical card index system may, at the 
option 0 ? the Accountant General, be maintained, m Form 73. against 
the name of each Government sen-ant responsible, of all serious financial 
irregularities witii which his name is connected. If he is the head of an 
office inspected by an officer of the Audit Department, a note of the state 
of hia accounts as adjudged at the inspection should also be made m this 
foim This record should be treated as confidential If well maintainsd, 
it would give a valuable indication of the attention paid by Government 
servants to account and audit principles, and would not only make it easy 
for the Accountant General to advise Government in matters indicating 
the need for discijdinarj* action, but also facilitate ooraplianee with any 
enquinea that the Finance Department or the rnblic Accounts Committee 
may make of him in such matters 

. Nors — The auditor making thi entries lu the eard jnd« and the AecounUnt and 
Garolted Officer oianuning them should attest the entries by placing the dated mitiala 
in the colninn pTnvifleA lor the purpose 

Audit of Expenditure against Grants and Appropriations 

736 In regard to objections for “ want of appropriation ” and 
“ excess over appropriation ”, it «ilio«ld be remembered that objections 
■falling under these heads are capable of being looked at from two di^tmci 
points of view In cases in which the further order-' of a controlling 
authority arc necessary to regularise the actual expenditure, there is a 
financial irregularity the clearance of -whicb has ii'iually to be watched by 
the Audit office on behalf of the executive Government But, inasmuch 
Bs an objection under either of these heads may or may not cnu<ie a devia- 
tion from the grants, voted hv the Legislature it does not necc'isarily fol- 
low that there also exists a financial irregularity the clearance of which 
has to be watched bv the Audit office on behalf of the Legislature This 
distinction should be observed and made clear, where neccssan-. when pre- 
paring anv reports or statistics which arc likely to be laid before the Legis- 
lature or the Public A<*connts OomTnittee 

737 The scope of audit of ••xpcnditure against nppropn.ation is 
defined in Article 202 The objections raiscfl should always be expressed 
in money value (Article 7261 separate records being maintained in con- 
nection with — 

(il audit on behalf of the Public Accounts fyimmittee, and 
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(it) audit on behalf of the executive Government. 

The maintenance of a separate objection hook in respect of objections coTerod 
by (t) above is not necessary, aa the notes of excesses over grants and appropriations, 
vtbicU are required to be made in the register maintained tmder paragraph 94 of 
Appendix 16, Second Edition ^Revised) are sufficient for the purpose. For (ti) above,' 
a beparate objection booh should, however, be maintained if the Local Government 
requires that an Appendix to the Appropriation Aecotmts and Report should be pre- 
pared. Forms 75 and 78 may be utilised for the purpose after altering the headings 
where necessary. The Accountant General hna fuU discretion to decide which section 
or sections should maintain the objection book. 

738. Objections relating to appropriations are removed, during 
the course of the year, on receipt of orders sanctioning the necessary 
appropriation, reappropriation or a supplementary grant as the case 
may be. As stated in Article 199, no appropriation or reappropriation 
within the grants of a year can be authorise at any time after the expiiy 
of the year. In consequence of this rule, objections for “ want of appro- 
priation ” and “ excesses over appropriation ”, if the official year has 
closed, cannot he met by the issue of a formal order of appropriation. 
Subject, however, to any rules laid down by the Finance Department of 
the Government concerned, such objections may, at the request of com- 
petent autboTily, be removed formally, provided — 

(t) that there are known savings from which the necessary re- 
appropriation could have been made if the year were still 
current, 

(«'i) that, it there are no such savings and the expenditure under 
objection is subject to the vpte of the Legislature, either 
there is no net excess over the grant concerned requiring 
^he orders of the Legislature, or, if there is such tin 
excess, it is held separately under objection for (o) inclu- 
sion in the Appropriation Accounts and Report, and (h) 
watching the receipt of the necessary orders of the Legisla- 
ture, 

(ill) that, if there are no such savings and the expenditure is 
not subject to the vote of the Legislature, either there is 
no net excess over the grant concerned requiring the orders 
of the Government concerned, or, if there is such an excess, 
it is held sepanitely under obirction for ia) inclusion in 
the Appropriation Accounts and Report, and (6) watching 
the receipt of the necessary' orders of Government. 

Objections on the ground of *' "Want of appropriation ” or “ Excess 
over appropriation ” may be removed on submission to Government of 
the Appropriation Accounts and Report in which they are included. 
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Chapter 41. — Objections on Public Works Transactions. 


Objection StAUmeat and Audit 


Kota ..... 739 

Objection Statement ... 745 

Watcb over objectiona ... 751 

Objection Book .... 757 

tUgiatration ol Objectiona . • 761 


Clearance of Objectiona . . . 763 

Kontblx cloaing .... 765 

Annual eloaing .... 766 

Quarterly Reports to Goremment 

India ..... 76$ 


Objection Statement and Audit Note. 

739. In presenting to Divisional Officers the results of the audit 
of divisional accounts, a broad distinction should he observed between 
(1) objectiona to the substance of the accounts on the score of deviation 
&om ^ancial rules or canons of financial propriety, on the one hand, 
and (2) miscellaneous remarks, observations and enquiries on minor 
matters, and objections to the form of the accounts and vouchers, as 
distinguished from their substance, on the otlier. The former should be 
entered in an Objection Statement, Form 74, and the latter in an 
Audit Note, the form of which may be prescribed by the Accountant 
General. 

. 1. Otijeetioos arutnji; out of the audit of Public Works transactions not pasame 
through tue secounU of Dmaioonl Officers are not dealt with in the Works Audit 
Oi'p.'irtment. 

740. The Accountant General will prescribe the detailed instruc- 
tions regarding the classification of audit objections and remarks for 
the purpose of Article 739, but the general principles enunciated in 
Articles 741 to 744 should be observed in all cases 

741 The objects to be aimed at are • — 

(a) That all irregularities in transactions, as well as other points 

ariang out of the examination of accounts and vouchers, 
should be registered, in one shape or another unless they 
are trivial or the objection has been waived by competent 
authority ; vide Article 71G. 

(b) That they should be intimated at once to the Divisional Officer, 

and thereafter ptusned until rT?gularised or explained satis- 
factorily 

(c) That the Superintending Engineer should be given an 

opportxinity of reviewing, month by month, in respect of 
each division, through the Objection Statement relating 
thereto. 

(») as soon after its occurrence as possible, each irregular 
tramuiction which cannot be regularised without hU 
orders or those of a higher authority : 
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(ti) collectively, all irregular transactions •which, unless 
there be further expenditure subsequently, can be 
regularised under the orders of the Di\isional Officer 
hinibelf, but regarding which no endence of the issue of 
such orders has reached audit ; and 

(tti) such of the other points raised in audit as may be con- 
sidered important or indicative of serious disregard of 
rule 

The repoiTs referred to m (c; (ij and («) above should be confined 
to irregular transactions noticed in the accounts of the division audited 
during the month, though, in respect of each item reported, the total 
amount iiehl under objection (including the amount of prcMuus objec- 
tions, if any) should be brought out in the report 

The points referred to in (c) («t) above need be reported at pnee to 
tbe Supermteuiling Engineer only if The amounts mvohcd are consider;, 
able, or the deviation from rule is senous , the ordinary rule is that 
matters falling under this categorj- need be reported to him only when; 
It IS noticed that they arc not receiving adequate or prompt attention from; 
the Dmsional Officer 

742 In writing up Audit Notes, a distinction should be obseirod' 

between (1) remarks and obsenmtions indicating errors of omission or 
commission, on the part of the Divisional Accountant, in the compilation 
or preliminary examination of the accounts, and (2) points relating to 
the substance of the transactions brought to account Aa far as possible, 
points for which the Divisional Accountant appears to bo wholly respon-j 
sible and points for which the disbursing officers or other executive officials 
arc responsible, wholly or in part, should be recorded in separate sections 
of the Audit Note Further details of the procedure for the preparation 
and disposal of Audit Notes may be prescribed by the Accountant General' 
who may also prescribe the form for it. See also Articles 527 and 529. ^ 

743 All objections entered in the Objection Statement must be 
recorded simultaneously in an Objection Book, Form 75, the general 
instmetioms in Article 771 b"jng observed Of the objections entered in 
the Audit Note, only those should be brought on to the Objection Book 
for which the maintenance of a money value record is necessary ; vide 
Articles 725 to 727. Such items should be marked “ Obj. ” in red ink in 
the Audit Note, so that, when they are cleared, on the return of the Audit 
Note, the need for making the adjusting entry in the Objection Book may 
not be overlooked or. if the Accountant General prefers, a monev’ column 
may l)e inserted in the form of the Audit Note 

744 As soon as they have been passed by the Gazetted Officer, ■the 

Objection St.atement and the Audit Note should be sent to the Divisional 
Officer for his explanations and replies, the latter to bo returned direct 
and the former through the Superintending Engineer who will add his 
corament.s and orders (vcdc paragraph 107 of the Public 'IVorks Account 
Code), which the Audit office should invariably quote in the forwarding 
endorsement on the Statement. ' 
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Objection Statement. 

745 The Objection Statement is divided into two parts : — 

!.■ — Objections regarding estimates and appropriation for works. . 

XI — Miscellaneous objections 

746. In Part I, only objections of the following main classes should 
be registered, the entries of amounts being made in the separate money 
columns provided for the purpose : — 

(1) Want of sanctioned estimate, (2) Excess over sanctioned 
estimate, (3) Want of appropriation, and (4) Excess over 
appropriation. The first entry in this part should be in 
respect of the total amount of objection outstanding in the 
Objection Book under each of the four classes named, and it 
should he made in red ink, thns — 

Total up to date amount of e^enditure held under objec- 
tion on these grounds, including that pertaining to works 
detailed in this part. 

KoTz.~Witl)in a lumt prescribed by the local Qoremment, eipenditora on repain 
■bould not be placed under objection for want of appropriation during: the first few 
montha of tbe financial year — <ee Eule I under paragrapb 115 of the Publle Wothe 
Account Code 

Then should be set forth objertions of these four classes noticed in 
the audit of the accounts of the month to which tbe Objection State- 
ment relates, and in doing so, objections which are still within tbe powers 
of the Divisional Officer to remedy may, with advantage, be set out together 
at the commencement, preceded by the following remark made in red ink 
in column 3 of the form : — 

List of works the progressive expenditure on which has not yet 
exceeded the limits of the powers of the Divisional Officer 
to sanction on an estimate, or pass as an excess, as the case 
may he, hut regarding which no intimation of the sanctions 
' or orders of the Divisional Officer or higher authority has 

reached the Audit office. 

Next should be detailed, under another red ink heading, all other 
objections of these four classes, Le., objections which it is definitely known 
cannot he removed without the orders of the Superintending Engineer or 
higher authority. 

747. Objections of the clas-ses " Por want of estimate " and “For 
excess over estimate” may not always be indicative of irregularity cn 
the part of the disbursing officer, as be may be acting under the orders of 
superior authority. To distinguUh between objections for wldcli he is 
personally responsible and thos" which should not be booked against him 
personally, these two heads may be suitably sub-divided into two each, if 
the Government concerned desires this distinction to be brought out in any 
reports or statistics of objections. 
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748. Part II deals with all miscellaneous objections not entered in 
the Audit Note. In this part, objections should be divided into two 
classes — (1) vouchers awaited, and (2) other items — , a money column 
being: reserved for each. The first entry, which should be in red ink, 
should be as i'ollows ; — 

Total amount of objections awaiting adjustment including those 
relating to the items detailed in this part. 

Below this should be detailed the items to be reported specially ; those, 
if any, relating to previous months’ accounts should be shown separately 
from those arising out of the accounts of the month to which the 
Objection Statement primarily pertains, and necessary particulars of 
each objection should be stated concisely, but clearly, in the column pro- 
vided for the purpose 

I. In Ibe case of “ Touchers awaited, ” the number aa well as the amount of 
vouchers not received in audit should be slated, and the objections relating to 
the accounts of one month should be kept distinct from those connected with the 
accounts of another, vide Article 7C2. 

S In respect of unsettled objections of previous months which ma^ be JneluJed 
In the Obiection Statement under Article 751, the particulars of the objection should 
include a brief history of the objection itself An entry in the monev eoluma 
will be necessary only if the money column of the Objection Book Is written up, tide 
Articles 725 to 727 

749. The amounts of objections when entered in the money columns 
may be expressed in the nearest rupees 

760. The last three columns of both parts should be left blank— 
the first two for the explanation of the Divisional Officer, and the remarks 
of the Superintending Engineer, respectively, and the last column for 
noting, on the return of the Statement, the action taken in the Audit office 
on reviewing the Statement (Article 754). 

Watch over Objections 

751. In respect of individual objections entered in the Objection 
Statement, the Audit office will exercise the necessary watch through 
the Objection Book, which should, therefore, be closely reviewed by the 
Superintendent and the Gazetted Officer when reviewing and passing 
the Monthly Account. Delay in settling an objection or circumstances 
which have come to light since it was raised may warrant its report to 
the Superintending Engineer even though such action was not originally 
taken. Such objections should be brought to the notice of that officer, 
either through the Objection Statement then going out or otherwise. Items 
which have remained unsettled in spite of two or more reports to the Sup- 
erintending Engineer, or are otherwise serious or important, should be 
reported specially to higher authority. 

752. Advances and advance payments which have been made 
under proper authority, and debts due to Government which do not 
indicate any financial irregularity, should not be placed under objection 
or entered in the , Objection Book with the object of watching recovery 
or adjustment otherwise. The realisation of such assets is watched 
separately through one of the accounts prescribed in the Public Works 
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Account Code or this Code, and an entry in the Objection Book is neces- 
sary only when there is a real objection, e g-, for want of sanction, for 
want of necessary certificate, and so on 

763. Each auditor is responsible that obj'ections which arise out of 
(1) the audit of periodical returns, and (2) the audit inspections of Public 
Works offices, are duly brought on to the Objection Book, before the ob- 
jections are intimated to the Divisional Officers concerned, in all cases 
in which the maintenance of a money value record of the objections 
is necessary ; see also Rule 2 to Article 715. He should further see that 
the objections which arise upon that part of the audit work which he has 
transferred to another section of the office (Article 518) are duly entered 
in his own Objection Statement before despatch, unless a separate Objec- 
tion Book is kept up by the other section. 

764. Objection Statements, on relorn, should be reviewed by the 
Gazetted Officer who, if necessary, will make a further reference, by 
letter, to the Superintending Engineer, or address higher authority, before 
filing the Statement. Any sanctions or orders recorded by the Superin- 
tending Engineer or the Divisional Officer on an Objection Statement should 
be scrutinised and noted, as soon as possible, in the Works Audit Register, 
and any objection removed thereby shonld, at the same time, be adjusted, 
vide Article 764. 

1 It Bbould be eeea that the explanation and replies of the Dinsfonal OfR'et are 
ngned himself and not bj the DiTieional Aecount.'int.sand that if a statement 
contains a sanction or order whieh is to be the autbont^ for remorisg an objection 
or Hdmitting a transaction m audit, the sanction or order, as the case ma; be, is 
slgrned bj the competent authontj' 

* 765. A suitable register should be maintained in the Works Audit 
Department for watching the prompt disposal of Objection Statements 
and Audit Notes. The Superintendent should review this register 
weekly and take any action that may be necessarj, and at least once a 
month the register should be laid before the Gazetted Officer. 

1 OfDce copies of Audit Notes may be dispensed with If the onginal doenmenta 
• ro written up legibly nod do not contain many corrections and office notes. 

766. It should be remembered that the Objection Book has no 
corresponding ledger head in the accounts, and consequently any item 
■whitVi appears m it musl have been taken to some ■pmstTibtd head ol 
account, the entry in the book being nothing more than a reminder 
that it has only been provisionally adjusted. The auditor and the 
Superintendent will bo responsible that all entries are made with due care, 
80 that the book may at all limes represent a complete and accurate record 
of all objections raised, of their clearance effected on receipt of the neces- 
sary order, explanation or information, and of the balances outstanding. 

Objection Book, 

767. The objects of the Objection Bonk Form 75. are (1) to main- 
tain, separately for each division, a eontinnnus record of the objections 
and clearances of items placed under objeetinn during and to end of each 
month, to afford a ready means of reviewing the outstanding olijec- 
tionfi, and (3) to facilitate the compilation of such statistics of objections 
a.s may be required from time to time. 
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758. Objections connected with the settlement of Exchange Account 
transactions should not be entered m the Objection Book, as a separate 
book IS provided for them. 

759 A set of pages of the Objection Book should be reserved for each 
distinct class of objection of which a separate record may be required for 
any purpose. The main classification of objections is given in Articles 
745, 746 and 748. The head “ Miscellaneous ” is usually broken up into 
a number of convenient parts (one of which will always be “ For want 
of vouchers ”) according to local requirements, e.g., “ For want of 
sanction to special charges,” ” Overpayments and short recoveries,” and 
‘‘ Delays in the adjustment of debts due to Government ” In cases in 
wlu'*h audit is required to see to the existence of the necessary adminis- 
trative approval to works {vide Article 545 and 546), it will be necessary 
to ojien two more beads, mz., (1) For want of administrative approval, and 
(2) For excess over administrative approval 

760 A set of pages of the Objection Book should be reserved for 
keeping notes of overlapping objections (Articles 728 and 729). 

Registration of Objections 

761 Under each head, the objection relating to each distinct trans- 
action should be treated as a separate item, and a serial number should 
be assigned to it When the collective expenditure on a work or an 
object of expenditure is placed under objection, the whole work or object 
should be treated as one item In the case of works, etc., the tiansactions 
relating to which are of a progressive character, all subsequent objections 
should be held as relating to the same item, unless the nature of the objec- 
tion necessitates its registration as an objection of another class 

762. The amount placed under objection during the month on any 
item should be noted against it m black mk m the appropriate column of 
the month concerned, and below this entry should be noted in green ink 
(as the denominator of a fraction the numerator of which is the entry of 
the amount placed under objection during the month), the progressive 
total of the amounts placed under objection to end of the month, ^n the 
case of objections classed as “Miscellaneous” full particulars of the 
objection should be placed on record. In the case of items, for which 
the money columns are not required to be filled in {vide Articles 725 to 
727), the auditor will set his initials in the amount column of the month 
in which it has been placed under objection The postings of all items 
objected to should be verified by the Superintendent at the time I’f his 
concurrent review of the accounts of the month, and, in token of thi-s, 
after the entries of the month have been abstracted he should initial the 
entries in the abstract {vide Article 7G5). 

1. If. in tl!(* case of any objection the money value of whitK ivag not ori^nallv 
recOTiled, it transpires subsequently that it should be rerorded, the total amount 
under obiection at the time of the diseovery should be entered against it in the 
monev column of the current mouth, with a suitable explanation in the column of 
Remarks, which should be attested by the Superintendent 
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-.Objections regarding “Vouchers awaited” should be recorded m the Objec- 
tion Book as two items, tic., (1) nuinber of awaited vouchers, and (2) amount of 
awaited louchers, the objections pertaihuig to the accounts of different months being 
shown under diflerent groups The numbers may bo written in red ink or otherwise 
distinguisoed, so that they may not be included m the amounts when making totals. 

Clearance of ObjectlonB. 

763, An objection should be removed as soon as the necessary sanc- 
tion, voucher, or document is received, or when the audited accounts show 
l/iat the expenditure under objection is written back or recovered, or 
when the delay, defect or doubt, as the case may be, has ceased to exist 
or has been explained The removal of an objection should be indicated 
m the Objection Book by an entry of the amount adjusted m the column 
“Amount cleared ” for the month following that of which the accounts 
were last audited, the progressive total of the adjustments hewg also 
noted, at the same time^ jn the manner prescribed for posting the amounts 
placed under objection In the case of items, for nhich the money column 
of the objection was not filled m. the adjustment should be indicated 
merely by the initials of the auditor in the column for the month con- 
cerned- As a precaution against error, a red ink line should be drawn 
across the page in all the remaining columns In the case of objections 
classed as •' Jliscellancoos,” (tnde Article 745), the reference to the order, 
account, voucher or other document on the authority of which the objec- 
tion has been removed should also be noted in the column provided for 
the purpose. 

t Brief notes of, or rcferencee to, all correspondence or other action taken 
towards clearance ot anv objection should be kept m the column “Itemarks” of 
the Objection Book 

764. AU entries regarding tho adjustment of objections should he 

attested by the Superintendent. In respect of objections removed by 
sanctions and orders, or by accounts, vouchers or other documents the 
exauiination or acceptance of which can be completed without waiting for 
the audit of a Monthly Account not yet received or audited, the Superin- 
tendent will be responsible that the adjustment is effected without delay 
and that the adjustment entry is attested by liita,selE at the same time as 
fho -sanction or order, if any, is noted in the "Works Jlrgisfer (vtfls 

Article 754) Adjustments dependent upon the receipt or audit of a 
Monthly Account should be made as soon as the awaited event takes 
place 


Monthly Closing. 


7G5 After the Superintendent ha.s complcttnl the concurrent review 
of the accounts of a month (lurfc Articles 523 to 525) all entries in the 
columns "Amount placed under objection" and ' Amount cleared ’ 
for the month should be totnlletl, separately for each class of objections, 
and a general abstr.sct should be prepared in n separate section of tbe 
Book. The Superintendent should examine and initial this nbsfraet. 

1. The prosrws-lve totals of tixrh tla-s of objeetions should ba esrflcd fonmrd 
from month to month and tho untdinsted from 7 «r to year, bat in rrspevt 

of objections rclitintr to {irPropTi.atioa. aro Artlotos .CC and 767. 

Lssrin • O 


29G 


766-768] OBJECTIONS on public works transactions [Chap. 41. 


Annual Closing. 

766. The Objection Book should be closed annually and the balances 
of outstanding objections (except those in respect of appropridtious, lude 
Article 767) should be carried forward to the following year’s Book, tlie 
entries being attested by a member ot the superintending staff. In the 
Objection Book of the new year, all such items should be noted (in rele- 
vant groups) in a separate section thereof If the outstanding balances 
thus brought forward relate to two or more years, the balances of each 
year should similarly be registered m a separate section. This action, 
ho'vever, cannot be completely taken until the Supplementary Account 
of the year has been audited, but it is permissible without waiting for 
this e\cut to transfer to the new year’s Objection Book such items of tlie 
old book as may be affected by tlie accounts of the new year audited before 
the Supplementary Accounts The Superintendent js, however, responsi- 
ble that corrections, if any, due to the Supplementary Account are carried 
out neatly in the new Objection Book, in due course, by phis or »un«s 
entries, as the case may be, made with suitable remarks 

767 Unsettled objections for (1) “ want of appropriation ” and (2) 
excess over appropriation ” should not be carried forward to the new 
year’s Objection Book , but the Gazetted Officer in charge should see That 
necessary action has been taken m accordance with Articles 738 to 738. 

Quarterly Reports to Government of India. 

768. The Accountant General should .submit to the Government of 
India in the Department of Industries and Labour (Public Works Branch) 
by the end of the month following each quarter a eonsolidated statement 
in duplicate in respect of works expenditure, showing all outstanding 
objections which require the orders of the Government of India or the 
Secretary of State for their clearance. The following instructions should 
be observed in preparing this statement •— 

(1) The total expenditure on the project as n whole, whether in- 

curred m one or more divisions, should be stated, and not 
that on individual working estimates. When a project 
extends over more than one Audit circle, the Audit Ofiicer 
of the circle in which the bulk of the expenditure on die 
proj'ect is to be incurred should obtain from the other Audit 
Officers all information, relative to their portions of the 
project, necessary for reporting the irregular expenditure 

(2) The tot.al amount of sanctions to working estimates of the 

project and the provision sanctioned for the project as a 
whole should be stated in all cases where it is necessaiy 
to indicate that the local Government has exceeded its 
powers of sanction. The submission of this report to the 
Government of India will not disncnse with the action 
which the Accountant General should take towards clearance 
of objections ; vide Article 721. 

(3) The month and the year, from which each item is outstanding 

should be noted in this statement. 
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Chapter 42. — Objections on Other Trasactions. 

Adjustment— 

Adjutlmtnl Urgnttr . . . 7S5 

Rtcoitnea oj Oitrp<iymni» . . 700 

Closins of Objection Book . . 704 

Uroidsticct of Adrsaccs nnd Sus* 

pcflso 705 

Drondshcct of Departmental Adjost- 
ia3 Account .... 705*A 

Watching anil Testing— 

Al»tntcl ft/ Oljedto'u . , . 700 

Rtvttw cf ObjtcHoia . . . 707 

Li3to}Oulilandi”0t • . • 705 

Conhiastion of Objection Statement 
and Objection Book . . , 700 

Annua] nceioTv of tho Working of 
Treasuries .... 600 

Objection Statement. ... 

Form end Preparation. 

769. In most eases audit objections sbould be intimated direet to 
tlu* fTLibursing or other responsible autlioniy in spocinl printed Hiulit 
niomoranda and otlier lialf-margm forms. The Treasury Officer shouUl 
be addressed only when recoveries have to be ordered, or in respect ot 
objettions for the removal of which he is directly responsible. Such inti- 
mations, together with imporiant treasury irregularities and directions 
or eniiuirics arising out of accounts, should be sent to him tliruuKli 
Ohjeetion Statements (Form 7G). The district auditor should have befiiio 
him, at the time he deals with the accounts or vouchers, tho rci^lsite 
Objection Statements, special printed audit memoranda and other half- 
margin forms, and should Avrite these up, as each point requiring notice 
becomes evident during the course of his inspection of the accounts .Tnd 
audit of the vouchers. All objections, Avhctlier communicated diroct to 
responsible authorities or to the -Treasury Officers, should he entered in 
the Objection Boole. A Cheek Number Book should be kept up in each 
audit section showing the issue, return and disposal of these audit 
...... v-ir '""No. 97. 

Page 237, ^rftrie 763— 

(t) Insert the following as "Not© 2“ below this Article numterinp tbe'naai 
existing Note as Note 1 >lhef 
Nova 2 .— Printed audit memoranda and other half margin forma should be 
dealt with in the same manner as the objection atatoments. 52 

(»») iSubsfifiife the word “ auditor *’ /or the words " district auditor ” in 
line 8 of this Article. 

[Audit Code, Vol. 1, 1st Edn. (2nd Hep.), No. 07, dated the lit June 1936.] 


Objection Statement — 

Form and Preparation . • 769 

Dupateh 77f 

Diejioesland Peturn . . > 772 

Auditor’s Paspoaeiti/ity ... 773 

Retreaehaent Sbp . . • 771 

Objection Book— 

Form and CotUtTds . . . 776 

Adcartets FtcovcraiU . . . 775 

SiMjieMC Account .... 75/ 

/(<mf ajjuiltd Cut aiouftinj Cfcur. 
ane< ..... 755 

SeriieePaymcnfc/orPwowry . 75/ 
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770 7'hore should be t-wo Objection Statements for each loonth, — 
one having reference to the first s^edules of payments (which ought to 
reach the Treasury Officer before the end of the month, so as to guide him 
in his nest month’s payments), and one to the second scheduJes and the 
Cash Account, and the auditor irill be responsible for seeing that the 
objections which arise upon that part of the audit worlt which he lias 
transferred to another section of the office (Article 204) arc duly entert'd 
in the statement before despatch, unless a separate Objection Book is kept 
up by the other section 

— . rri,„ Ao(>ountfiTit General may at bw discretion arrange in order of time, 

t ' nith tio first schedolcs of 

1 the eompletioa of the voric, 
bo delayed beyond th® 

lOtii of the followjTig month Important uujeciign. 1, honeror, continue to be sent 
out ns soon as thpv arc detcetetl The .HenooDtant Oencral, Ccnlrnl Heronue?, is alJowcd 
15 days cTtia foe the completion of the irork connected mth the first Sclieduloa 
received from those treasuries irhicb are eituatcd u remote looalitiee 

J Ilereipta entered in the Obicction Statement mil. of course, hare the second 
column (for number of Toocher> blank. The words “and of the Cash Account*' 
ahould be struck out of the heading of tho Obieclion Statement on the first Schedutce 

Despatch. 

771 Each Objeetjou Statement will go out in original, under the,- 
signature of a Gazetted Officer, after the review of audit and objections ^- n, 
prescribed by Articles 209 to 212 Before despatch (which must uot be 
delayed) the objection oum be iveatJy postetl into the Objection Book 
(Fom 78} by the Each Superintendent should keep a 

memorandum book for note of the Objection Statements which he pa'-ses, 
shouJd daily ascertain from the despatcher that all have gone out, and 
fchoiild take precautions to secure the entrj* in the Objection Book of all 
the items in the pasised stateiacut, wbether or cot their nniounts are carried 
into any money column 


Disposal and Delurn, 

772 The return of the Objection Statements must be watched for 
with equal care They are due to be returned a fortnight after receipt 
by the Treasury Officer, and he should not be allowed to keep tliem back 
on the ground that one or two of the objections require further (nquiry. 
These can be extracted for separate disposal, uhile the other item's are 
replied to The orders enforcing the Treasurj' Officer’s duty in the matter 
<f objections are verj- peremptory (see Articles 19 and 20, Civil Account 
Code, Vol I) ; and the Accountant General must remember that lie is 
responsible for seeing that the Treasury Officers carry out his instructions. 

Auditor’s ^esponsi&j7i/y. 

773 The i i lnr is responsible for the prompt disposal of the 

Objection Statement when relumed, and when n rceoverj* is ordered, or a 
sum is charged under Advances BccotTrable at the personal debit of a 
named Goremment gervant, he is responsvible for following up the item 
and wnteJung its recovery. Though the Government servant ’oncei-ned 
be transferred to another the item will not be removed from the 
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Objection Book o£ the old to that of the new ■i l ii4 i i|et, but a note of the 
transfer will be made , it will, of course, be noted on the Last-l’.iy Certi- 
ficate by llie Treasury Ofliecr nhom he loaves, ■and may also, with 
advantage, bo notified by an octavo slip to the one Mho Mill pay him m 
future On the occasion of a transfer of a gazetted officer against N.'hoiu 
an order of retrenchment has issued, the ga/ettod ofiiccr's auditor (if tho 
bills are audited by a separate gnmp) slioiihl asccitain Mhat amount is 
still outstanding, nud should despatch the slip of M-arnmg to the new 
Treasury Officer. 

1 It it be necessary to make a recovery from a Govcmnient servant wlio has 
passed under tho jurisclictinn of another Accountant Gcner.il, iranuiig should bo 
given ell the Last-Pay Certificate or by a special letter if the certificate has already 
issued. In sucli eases tlie objection should be entered in tho Objection Book, but 
with a noto that requisition for recovery has been sent to tho new Audit otfieo. 

Eetrenchment Slip. 

774. When it is considered necessary to order the recorerj' of any 
erroneous pajment, the Accountant General should send warning to the 
Qovemraent servant or the head of the office concerned by a slip in 
Form 77, ia which the ground of the retrenchment slioulcl be clearly stated 
(an advice being mvarmbly sent to the Treasury Officer at the same time). 
Tins slip will give the Govcniment servant rctrcuclied an opportunity of 
fomarding to the Accountant General an cvplanntion which may cause 
the teeoAory to be dispensed with The withdrawal or modificntinii of an 
order for recovery should be communicated both to tho Treasui’y Officer 
and the Government servant concerned. 

1. The procedure for obtaining compliancn with orders of recovery m cases ia 
wtidi dilCcuities may nnso is stated in Article ISS 

776 On similar slips should be notified short payments or ^ over- 
deductions they should be noted, too, for future guidance in the Ohjectiou 
Statements, but need not be entered in any money column of the Objection 
Book, fpr the Audit Department has done its duty when it has M’arned a 
Government sen-ant that he has a further claim, and cannot compel him 
to prefer it. 


Objection Book. 
Form and Confenfs. 


776. The Objection Books (of which there must be one for each trea- 
sury or Departmental Account) are the permanent office record entries 
wliich have been made in tbe Objection Statements prepared upon the 
examination of each schedule of payments and of the ca«h account. But, 
besides these objectious, fhe.v contain also note (3) of all amotmfs oh.Trjrcd 
under Advances Bcco\erablc, (2) of all amounts cmlltcd or debited to 
Suspense, and (3) of items adjusted hut not cleared, oven tliongli not 
objected to. Tlicv are in Form 78, having the heads noted hereunder, of 
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776-779] OBJECTIONS on other transactions. [Cttap. 42. 


■which the first two have corresponding ledger heads, and the others have - 
not. Entries pertaining to two months’ accounts should not bo entered 
on the same page. 

Advances Eecoverable. 

Suspense Account — 

Receipts. 

Charges. 

Items adjusted but awaiting final clearance 

Service payments for recovery 

1. WTicn the Gazetted Officers* bills or other classes of bilh are audited bj 
separate eections, separate objection books may bo kept in those sections 
2 Tot objections in respect of npproprmtioa audit see Article 737. 

777 The amount of entries which may not require action by the 
Treasurj Officer, though noted for bis future guidance {e.g , overcharges 
of fund subscriptions or income-tax), should not be po'«ted in any money 
columns, and the money columns under “ Mode of adjustment ’’ may be 
scored through. 


Advances Recoverable. 

778. Under “ Advances Recoverable ” will appear moneys advanced 

for miscellaneous purposes under special authority and recoverable in 
cash, and sums overpaid on voucheis other than those for service pay- 
ments Neither loans to municipalities or private persons made under 
orders of the central or loc.il Government and beaiing interest, nor 
advances to cultivators (takait), nor advances for rest-camps (hardasht- 
Jehana), nor permanent advances, nor special classes of advances need 
appear here, as they are recorded in separate registers Payments made 
on account of Government expenditure must never be held under 
“Advances Recoverable, ’’ on the ground that further proceedings in 
audit are necessary for their fin.il admission ; the head will cover only 
items which are, from their inception, debts due to Government by 
assignable individuals, recoverable either in cash or by deduction from 
personal pay and allowances Personal pav and allowances of any kind 
iw of aw as.^icwable period paid before they are due ate charged 

to the same head as when paid after they are due. 

1 If large or frequent a^T.inccs arc made under the operation of any general 
rule, (he Accountant General should arrange a special procedure for their audit, 
observation, and recovery 

2 Advances for compensation for land shonld be debited to “ Advances Tvccover- 
able " and retained under that bead until receipt of vouchers In Form C, D or 
E (tide Appendn 7 to Civil Account Code, Volntne I), "when the amounts should be 
transferred to the debit of the department eoneemed 

779. This column will show also advances made elsewhere (Article 
245) and advances which enter through formal transfers in account ; the 
entries will thus differ from those of the Classified Abstracts bv the 
amounts of these two clas«p.s, though the proAdncial total of the broad- 
sheet will agree with that of the Detail Books, including transfers. 
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onji:cTiON*s ok oxunu transactions 


[780-781 


780. After the Olijcetioii Itooks for March have been closed, it maj 
be found necessary m the March final accounts to adjust amounts already 
placed under objection or to place fresh items mulor objection. In 
openin'' the Objection lioolc for the ncu year, separate pages should be 
provided, after tiie pages containing the entries of the outstandings of 
the previous year, to record the objections raised in Jlan-h final Simi- 
larly, in the Adjustment Register there should he a sojiar.ite page or 
pages for llic record of adjustments made in fil.iich final. The entries 
in these records should he totalled monthly at the tunc of Llosuig the 
Objection Book for suhseijucnt months, and the net debit nr iicilit le, suit- 
ing therefrom should ho worked out and addeil to or tledufted from tho 
balance of the Obirotion Book for tlic in<ntli as to woik out in a 
separate ontrv .at the foot of the Objection Book the rot reef iMl.irn ‘ of 
obj’ectimis oiitsfandino .it the time The jihovo pioceiliiii’ will be followed 
till the aceounfs for Maieli final .ire closed, m . ordinarily for the first 
three months of the new jear \Vlicii the .i< counts for Jlareh final are 
closed, the separate obieetioiK ,uul adjustments under tlie heads “ Objec- 
tion Book Advances ” and “ Obioction Ikok Saspen'e Account ” should 
be totalled, and the totals j>osicd into the March fiii.al column of the 
Broadsheet (sec Article 79>1 for the p.ist vear, .ind (he coriect closing 
bahincc worked out The diffenmce between these totals should also be 
added or deducted, as tho case may be. at foot of the Mareli Objection 
Boole for the past year so as to make its balance agicc with tlie broad- 
sheet and the Ledger This agreement should be made and certified bv 
the Superintendent 

N'ote 1 — Items umlor obiection, the amonuts of which arc not cnteroil m the 
moiiej ct'lumas of the Objection Hooks, need not be transferred to the Obj'S’tiuii ]look 
for tho new jenr until tho March final accounts are closed Tho ?ettlciaunt of any 
Bueh items prior to that date should be noted in tho old Objection Book 

XoTi 2 — The tr-insfer of other outstanding items to the new j ear's Objection 
Beok niiT at the ducrction of the .Vceoiintant Ceoeral be deferred until after tho 
elosp <if the March final accounts, the adiustments made in the meantime bein,; noted 
against the entries in the old Objection Book 

Suspense Account. 

«o, iwi. 

Page 301, Article 781 (a)— ® 

(t) Por the words '* District oflScers ” in lino 10 of this Article substitute ■ 
ftie words ^ officers concerned". ^ 

(tt) For the word "debit” in line 1 of this Article substitute the word ' 
"debt”. 

[Audit Code, Vol. I. 1st E«in, (2nd Bep.), No. 101, dated the Ist June 1038,] [ 
and inclurted in tne aggregate receipts oi mr niuntu irucc lu.- — t 

OciK^ral of ’■ ' ‘ ' ’ correspondence what their real 

nature is an lit of the proper head by debit 

to the head be made the subject of special 

correspondence with Bi 'Uiil' OfT^iij, but must, in all cases, be notified iu 
tlie Obiection Statement and fheir amount entered in the column of the 
Objection Book he.aded " Items adjusted but awaiting final clearance.” 
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781-784] ODjECTioM> ON omtji tkansactions [Ciiap. 42 


(J<) In the debit column -n-ill appear items of charge for which such 
particulars are not gnen as will enable the Audit oflicc propeily to 
elaiisify them ; it is liardlv necessary to «ay that a debit under tliis head 
so caused reflects discredit on the Treasurj' Ofiicer concerned. If, liow- 
e\er, the onlj point of doubt is whether a particular item of expenditure 
should be ticatcd as Centra! or as rio\mcial, it should not be charged to 
“ Suspense ” but to a proper scrMce head of account and shown as 
appoitnimng to the Go^ernment which actuallj' incurred tbp esjicnditure 
If It be subsequontb’ decided that the expenditure should be finally 
recorded naaiust another Government, the correcting adjustment will be 
made in the accounts of the year m Avhich the deeiijion l^ taken unless it 
was anticipated and provided for in the giant of the previous vear, the 
accounts of which have not heon finally closed 

782 Further, the debit column, will accommodate charges written 
bael? cm disallowance from Accounts C'urrent. yet not susceptible of final 
adjustment against some other head 

Items adjusted hut axcaiting Cleat ance 

783 The third head will contain those items to which technical 
objection IS taken, unexplained receipts [see Avfielc 781 ( 171 ] payments 
on abstract contingent bills not eoxered by countersigned bills, and in 
fact all items which cannot be finally admitted m audit It will be 
obsorxed that this eolinnn has no corrcsj'ondmg ledcer he.id, and conse* 
quoutly any item which appears m it must have been taken to some pro- 
scr.bed head of account, (he eiitrj h.ere being nothing moie than a re* 
minder that it has ouH been pioxi'-'nialh adjiute<l 

1. If evtnet registers of ileposit t. l.•lpts <to not amve m time for niulit before 
c!o«inif tho Oh ((’(’lion DooV, the nmoiint shown in tlio Cash Account shonM ho noted 
in the tliird lolnnm of the Objottion Book . but no entry need bo mado in ncy 
ninrey celurin When rcffistcra of pijincnts arc not forthoominjj, thoir ainounts 
bVciiM be dc.alt with m the snmc nnnn<'r Particular care must bo taken to write 
efT iheso objections when the n?gi--ters arc rccencd 

2 Cash reniiltnnces, pren though a complete voucher is absent. Bhould not be 
enrered in tlio Olucction Book at oU.. as a sep-ante reejster 13 Vrovulei for tUcra. 
Defu icncips in such rciiuttanccs will, liowexcr, como in tlio ordinary course into 
the OLjocfion Book as “ Advances Bccoverablc ” 

-S An item of tompnnrv adraneo of postage stamps (nrfe Article 320 of the 
Civil Account Code, X’oJnmc II. 8th cilition) appearing in the pfm and mnm 
nor iiiTiidum should be prompflr entered in the Obiection Book, in the inliinin 
“ Ilr'jjis ndinstod but a«ailmg fm.il elcamncc.’' the obiectioa bcinc iciiioved 
when the .advance » adjusted by an addition to the stock in the plus and muiui 
cifinoratduni 


Service Payments for Uecovery 

784. In (he lost column will appearnll sums t.akcn against service 
heads for which orders of rcroierx- have isshmI. For, when a pnvmrnt 
is modo on recount of a complctrd service on a proper x-ouchcr, the fact 
of the pa'ni^'iit is not nlteretl because some poition of it may have been 
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CnAT. 42.] OBJECTION'S ON OTHER TIUNSACTIONS. [784-787 


OYcrpaicl. The payment must be acceptctl, and must be recorded as a 
charge against the grant for which it was made ; but at the same time 
it should be recorded ns under objection. 

1. The nmount of gr'ituity to bo rcfundcil bj a persOQ re employeil (Civil 
Service Ile;;ulitioiis, Article 511) filiouM be notcil la the auilu ic^istcr for 
Tceo\cry. Ivccovcries will bo creditcil to the Oovcrninent (or Governments) wlueh 
hill Tiiet the eharpe on necount «£ tho grituity Tlie fact of tlio complete refund 
of the pratuitj *houlil obo be note*! in the History of Services or in the llst.iblisli- 
ment lUturns, necording as tho person concerned is a gacetted or a non-gazcttcd Oov* 
eriimcul scrunt 

£ Those adiances made in England to flovcranicnt servants, which are 
treated as final charges lu the Hume areounts, should be noted in this columns for 
recovi rv 


Adjustment 
-•IdjHjfincnf ffecyisfer 

785. As the objcetionnblc items nrr adjusted in whole or in part — 
Advances, by credit to Advances Recoverable , 

Suspense, by credit or <iebit to that head , 

Uncleared items, by being cleared , 

Semee pajTneuts for rccovciy. by recovery or by removal of the 
objection , 

the adjustment is to be posted in the Adnistmcnt Register (Form 79), 
and also against the original item m the Objcotion Book 

786. The mode of adjiistmcnt adopted with reference to each item 
will be !^ho^vn in the column_‘.‘ IIow adjusted,” and the Superintendent 
or Assistant Superintendent will initial each ontrj' in proof of his having 
esammed and found it correct in e^erj' particular. 

1. If an ridianco or wpense* item flnrgul m district or tlr.rnTt7ncnt A is recovered 
in di'trut or dopartnirnt B. the* adiii'tment of it must be recorded in the Adjustment 
Bepisti'r and Ohjeition BooX of district or dipirtiinnt .\ only This is aaotler Fource 
diiTcrenM I’ctirccn tho Objcsiteit Jbwi amJ JJ/p t'hi'^fn-d Sbsii-uet — .t/ficio 7711.. 

787 In the Objection Book in the oolumns of amoiinf under ” Mode 
of adjustment ” will be entoretl eath sllocc^s^^c fragment disposed of ; 
each entrv in the Acljnslment Register must have its distinct answering 
entry in these columns md both entries will he initialled by the Super* 
intoudent at the same time 

1 In the ease of objcetiona against which no amoiniti jre .•nteied in the money 
coIuTiina of tho Obn’ction Booh, no entries should bo mads in the Adjustment 
Register 

2 The entrv m the Ohirction Booh of each adiustmenl mav be eertitied hv the 
initial’ of the Superintendent, provided that the entry is made m the AdnHtmcnt 
Register elcarlv and in all «a«ca in whieh the orler eommun'citing the objectioti 
has not been fiillv coniTilicd with on the authority of an o*der signed bv the Oaretted 
Oflieer in charge the flarettcil OJIicer Will, of course review, net onlv the Objectioa 
Book, but al‘o the Adjustment Register at frcuuent intervals 
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788-793] 0DJ^cT70^*s on other trans'ctions. [Chap. 42. 


788 If, in tlie case of items awaiting elearanco, a real objection is 
aftenvards found to exist (c g., lCCO^ery is ordered of part of the charge), 
ouI\ tile part cleared uill he entered, and the rest %\iil still remain out- 
standing tUI disposed of. Care must be taken that the real objection 
when found is duly communicated to the Treasury OOieer or other 
authority or Government senaiit, and noted in the Objection Book belotv 
the oiigmal objection or as a foot-note to it 

789. But if tbo explanation of the items shows that it belongs to the 
“Adianccs liecoserablc ” or “Suspense” class [eg, a deposit repay- 
ment IS objected to for want of a loucher, winch, ^viien it is received, 
turns out to he for a loss amount than the charge), the item will be 
adjusted so far as regards the column “ Awaititig clearance,” but .igain 
be brought on the Objection Book, in the nevv month, under “ Advances 
Ilccovcrablo ” or “ Suspense ” Reference will he made both in tlie ad- 
justment and m the now objection to tlie transfer entry by which the 
amount 13 charged to the new head 

liccovcrtcs of Overpat/ments. 

790 Recoveries in respect of ovorpayni' ii's made ilunng the current 
year will be ordinarily adjusted by deductions ftom the current year's 
charge under t\ie detailed head previously ovcrch-ugcd. llccovenos on 
account of overpayments m a proNmus joar should be brought to account 
os receipts of the department concerned or. m the case of the departments 
not having a corresponding receipt bead, should be credited to the major 
head XXXV — Miscellaneous. 

791 If a recovery relating to an o\crpa\*ment of the enrrout year 
be made by short payment of an item chargeable to the same detailed 
head, no adjustment is neeessar>' , the short payment and abort chargo 
in the Clas.sified Abstract i he DcUmI D ' - » h on the later voucher a 
6Ct-oIf against the excess payment and excess charge on the earlier, 

792 Rccovcncs relating to overpayments of the eurrent ye.iV which 

arc made in cash or by short paj'rocot of items not chargeable to the same 
detailed heads as were previously oveiehnrgcd, and all recoveries iclaling 
to overp.nymcnts of a previons year, whatever the mode of recovery, will 
be credited m the first instance to the suspense head “ Recoveries o! ijer- 
vice Payments ” and appear under that head in the Classified Abstract 
rfi n d- ll -r Dch ' ll e^ Hence through the medium of the transfer 

book, they sviU pass to the credit of tlie proper heads in accoidaiice with 
the ride in Article 790 There should be only one transfer entry each 
month for adjusting the recoveries of each 

793 'When au amount is outstanding for recovery* against a Govern- 
nienl servant and money’ is also dne to him by the Government, but has 
remained undrawn for a considerable period owing to the death or 
resignation of the Government servant or any similar cause, the Audit 
Officer may adjust the amovmt due by the Government servant against 
the amount due to him by the Government, and thus rlear the Objection 
Boole A bill from the head of the office should be called for in the case 
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ODJECTIONS ON OTIIEB TRAKSACTIONS. [793-705 


of Government servants avUo «1o not prepare tlicir own bilh ami a note 
of aJjUbUiient should be made both in ibo Objcetion Book and in tbo 
Audit Bcgistcr. 

Closing of Objection Book. 

794. After despatch of the Objection Statements on the second 
Scbcdulcs of Payments and the Cash Account, tlic money columns hi the 
Objection Book should be totalled, the baldncc of the past month sliould bo 
added, the totals of adjustment Jiotild be made in the Adjustment Begis- 
ter and entered iii tlic Ubjccliou Book, and the balances stiiiclc. Tho 
Superintendent will sign the certificate at the foot of the page oi’ last 
page of tho Objection Book for e.ieh month, which will be cioi'ed and 
balanced on the 29th of the following month 

t tl.c difTcrccce bcfwicn the totaH uuiIlt •' Aili.-mees r.crorcrable " in the 
Objcctii'U Book auil in tlie Cbaailiisl Abatr.ut U CNiil iincl m ArtKle 77'J. In Iho 
eanio waj tlie totUs under “ Suspm&e " UiCor bj the itinn nrjtlen bKk on dis- 
allnwan<.e from Accounts Current (Artiile 78J1 There will .ilso be difftrinces 
when an item adiustcj ui tlic necounta of one district or dejnrtiin’nt u rnleicd in tho 
Adiustmcnt Register of another (sio Koto 1 uiidir ArtKle 7M>). The Sui'i'j mluKUnt 
will sign the certificate after i>crsoi»al msiKCtiuu of the Adjustment Rcgidcr of tho 
other district or department 

S The outstanding balance in each column of the Objection Book is to be 
eatni'J forward from month to numth aud from year to year 

3. The Accountant Gpiicr-it, Central Reveoms, is allowed one month cTtra for 
elosuig Ills Objection Books, which shuulJ be closed and balanced on tho llUth of 
the second mouth 

4. The due date for closing the objection books relating to Forest Accounts Is 
the Cth of the second month lulloumg th.it to >vlii<.li the accounts relate 

Broadsheet of Advances and Suspense 

795. A broadsheet m Form 80 is maintained of the debit«, credits, 
and balances under the heads “ Objection Book Ad'ances ” and “ ObjeC' 
ticn Book Suspense Account ” The debits and credits are ported monthly 
from the Objection Book and Adjustment Register, and their ProMiicial 
totals are agreed monthly with the postings in the Ledger and the broad- 
sheet submitted to the Gazetted Officer in charge for inspection The 
opening balances are brought forward from the pa^t year’s bro.ndshePt 
after the coirect balances are worked out m it in the column for March 
Gnal as stated in Article 780 The monthly balances m the nr>w year’s 
broadslieet can then be struck, and will agree with the ledger balances 
month by month 

As the original entries under Suspense Receipts are wholly uncon- 
nected with the original entries of chanres under Suspense, there should 
be one broadsheet for Suspense receipts and one for payments 
1 All the balances shown on the broadsheets of Advances and Suspense 
Uiould, for purposes of verification .tnd control, be resolved quarterly into 
the items of actu.il transactions, winch should be reviewed by the Gazetted 
Officer 

1. Tho general accounts of Advances Rccovemblo and Suspense upon the Lodger 
should bo broken up into .as many det.'iilcd he.ids as arc convenient for the purposes 
pf niifiit and .account. One of these heads shonld be " Objection book Advances ’* 

DT “ Objection-book Suspense Account," and the balance of it should be agreed 
aith that of the broadsheet made up aa pre«cnbed in the rule. ^ 
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Broadsheet of Departmental Adjusting Account. 

795-A For each dct.^^le<I ledger head subordinate to the PUspenso 
head “ Departmental Adjirstmg Account ", the departmental audifor will 
« broads.lieet ol debits and credits in Form 80-A The original 
enme's in the broadsheet jJionld be posted monthly from the .schedule of 
rc-eeijifs and the second schedule of pajunents of each treasury’, and from 
tiie suspense siiia representing items transferred from otlier sections. 
Tlie .iijjusjyfig entiles, nhich ttjII be iinnui credits or mimo, debits, should 
be posted from the departmental abstract and the dilferenres norJ.ed out. 
The net total dilference for the audit circle should be agreed with the 
postings in the ledger and a memorandum of reconciliation prepaied as 
btiown 111 Form SO-A wliercin tlie progressis*e dilTerence from tlie begin- 
uiiig of the j'ear luJl be resolved into the mdn-idual items of which it is 
oaoiposed Tlie Superintendent ivill ti/en sign the certificate at the foot of 
the broadvsheet, which should be submitted to the Gazetted Officer in 
ehaii’c, sMth tin- rremoiandum of rcconcihafion, not later than the 10th 
day of tlie second month following the mouth to which the broad'sheet 
reldlcs 

Note — I f the number ot su'ipcnse slips rccein-*} la a wtion be largo, 

« iiiUipt rcpi'-ter nuv Im in.-)inf.iineJ in a suitable; form, .soil the fotal amoiiut trana- 
ferrtJ tf.rt.uKli tlie nu'-pcr'-e 'ivaJ .v ■•orkeJ eut in lint register nia> bo poiteil ft8 a 
single oriffia.il eotri iq the broaJsheol 

Tip Pa.i'tfpd Offnpr inJ tlic •''iipmonn.lonr <.hoiilfI cxerciio spociiJ eara to 
•CO (Ij Hat tbo ftitjusiment of ilw ami Jchit^ to the Departmeatal Adjust* 

niff is not neijlnti"! (2’ t'-u the < le.ir.tiiPe ii eTprtrii in the n’co.nt'i of 

the Dionlli to ninth tbe trans-idion rent.'s and (ij tlmt la ani ease no diiTerenco Li 
allontil u remain lui'ijjmtcd for tnorn ifem mu. nmuHi 

Watching and Testing 

Ahstrait of ObjccfiOHi 

793 An absii.'Kf in Form 83 must he .ittached to each Objoction Book. 
The previous year’s liahance posted jn the first column on tlie opening of 
llic hook will be the preliminary balance in hast ye.ir’-, abstract as detadod 
in tlie list prescnln'il in Article 79.8 Later on. this ujll be corrected in red 
ink into tlie Jf.ireli fiml balance as worked out in last .vear’s Objection 
Bool; ,ind Abstract of Objcvtjors Tlic other entries in the first column 
will be made at the eIof.ing of cicli month The adjus^raents of each month 
fihcmld he disfribut.-d o\e’' tb-’ net 'sis of rhmct'oti fr'in titp infoimation 
in the Adjustment Hegister, and posted m the proper line at the time of 
ch>''ing the book for the month 

Tievieu' of Objections. 

707. It is the dutv of the Garetted offioer concerned to watch earo- 
fullv all outstandimr oh)ections. Ercri' item left unsettled for three irtonlha 
should he entered ;i Part T of register of oiiistandin? obicctions When 
an jfem h.is b^en outstanding for sit months it should he transferred to 
3’nrl TT of the s-ime register A Fnmmary of all correspondence relevant 
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Pagt 307, Article 707— 

Insert tho following as a "Note ** below this Article : — 

“ Note :-.lf tho wulU of tho review enjoined by AHiclo IDS ore satisfactory u dis- 
closiac very few itonv’ tl«o Acconntiint Oonew may at his discretion disponso with the 
review of outstandinf? ohjeeUorw through thU register and have tho individual items 
enteric in tho ijiiarterly analysis.’* 

jAudit Code, Vol. 1, let Edn. (2nd Repd, No. 122, dated tho Ist October 1030.] 


„ “ No. 104. 

Pase 307, Article 79S— 

nal 

and sTthh ISt " " ■■ ‘I'” ’'”■1 “ liaWrt ” in Itaoa 1 

uj. ... “t ). >'»• daw th. 1.1 Juno 1036.] Mt 

brought out at the bottom of the column for preliminary Oaiaucf m the 
abstract prescribed m Article 796 m the Objection Book, and the compari- 
son should be made and initialled by the Superintendent after agreement 
of the advances recoverable and suspense balance with the Slarch 
. preliminary' balance in the broadsheet mentioned in Article 795 

The list should be inserted in the new Objection Book as part thereof 
Nors — The list nwy at the discretion of the Accountant General be made np 
after tho close of tho March fiual accounts (sco Article 760, Eulo 2), and the proce^ 
dure dosenbed in this article suitably modified 

Oombination of Objection Statemect and Objection Book, 

7D9. An alternative plan by which the Objection Book is replaced by 
the file of original Objection Statements on their return from the troasuiy 
has been tried with success in some Audit offices, and it may be adopted 
by any Civil Audit office at its option. 

The Obj'ection Statement is drawn out in Form 62, which adds to the 
ordinary Objection Statement the adjustment columns of the Objection 
Book It also contains oc tbe final sheet of the objections on the second 
Schedules of Payments the closing entries of the Objection Book. 

As under this plan the Objection Statement must contain all the 
objections hitherto entered in the Objection Book, even objections for want 
of detailed bills and thoKc communicated to the officials concerned by 
separate audit memoranda should be included in it. 

3 Tins eclicme need not bo appbed to objections raised by Spon.al Audit 
Branches (r<7. Gazetted and Pension Audit), or by tho Account Current Branch 
wliero district arrangement is not obsened. 

Every adjustment should be recorded at once in the .Vdjiistinent 
RegiMer and also in the Objection Statement If, however, any acljiid- 
nicnt cannot be entered simultaneously in the latter owing to its not lianng 

been returned by 1' ■ ' hould bo placed 

against the item in the recoid may 

be copied into the 

The Abstract of Obj’ections (Form 81) will be maintained under this 
altei native plan also. This abstract and the Adjustment Register will bo 
closed on the 29th of the month, as laid down in Article 794. The closing 
entries will be made in the final sheet of the objections on the second 
Schedules of payments on its return from the treasury. 
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Annual Review of the Working of Treasuries. 

800. If the local Governinent so desires, the Accountant General 
should submit annually to the local Government a review of the worhing 
of treasuries, in such form as may bo settled locally. This review should 
not, liowcver, deal with the matters now under the control of the Con- 
troller of tile Currency, as the local Government should, if noccssury, 
obtain such information from the Deputy Controller of the Cuweucy con- 
cerned. 



1 

DAP. 4 o.j APrKQrniATIOK ArrriTTK~r*. 

audit opr^EHTnSS.N!^"’' [ 801-829 


P<2ge 309— 

Substhtue life vcsrds '‘Audit Reports’* /or “ tUo Report of the Audit 
Officer thereon” wherever the latter occur. 

tAodit Code, Yol. I, m E'ln. Rcp\ No. 88, ^aUd ihfi l»t Octob. 1 1935 1 

60J to S23. 'i)cktcd'"“‘ 
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PART vn. 

INSPECTIONS. 


830 Inspections ot Fubho Works Offices and treasons? are conducted 
in accordance -rrith the jnstraetions given m Chapters 44 and 45 Jf in 
addition to these instructions, any detailed or supplementary aistruetiona 
are tonsulcrcd necessary for the guidance of the inspecting officer, such 
instructions should be prescribed in tlie local manuals , vtde also jVrtlcle 
872 The use of any lorni of queationnaire is prohibited The inspcetiag 
ofiicer u-jli remain responsible for the efficiency of the inspection work as 
a whole, though m accordance with the local instnictions or local usage, 
some of the items of work may be entrusted to the subordinate staff. 

Chapter 44 — Inspection of Public Works Offices. 


latroduetoTF . • 83y.A 

Objects el jaspeetjon • • 

Test-Audit cf Accounts of one 
Mootb . . . • 

Ctenetsl Eissmsstion of Accounts . 843 


Renew ©f DivisionsJ Accouataats’ 


Audit 

. SSi 

AxToaw . . 


Adricc to Ropsrtzncntal Officers 

. 867 

Inspcetmg Officers’ Reports . 

. 868 

Disposal of Reports 

. 802 


Introductory. 

830-A. The Accountant General should arrange for the inspection and 
test-audit of the accotmt-s of each Public Worlcs division, at least once a 
year, by n gazetted officer of his establishment 

1 Junior gaictfed officers with Jess than five years' semco should onllaanly not 
bo entrusted with this work, otbermse Ib.nn as assistants to a senior officer. 

831 The inspecting officer should be assisted, at the inspection of 
each dnisional office, by a staff adequate to complete the inspection of any 
office, the work of which is not exceptionally hoav 3 % within ^ix days The 
staff must comprise at least one experienced accountant Inspection work 
is important and requires special qualifications and the staff should be 
carefully selected 

832 The work of test-audit and inspection should ordinanlv be con- 
ducted at the headquarters of the Divisional Officer, but it is open to the 
Accountant General to require the account records of a few sub-dirisions 
or subordinate offices, every year to be inspected in the offices concerned. 

1. Jn the TJaited Prorinccs, each dietnet office of the Enildicgs and Roads 
branch Ss required lo be inspected at hsaat once la two years This inspeetioo docs 
not, however, dispenso with the necessity of the test-audit, at Jeast once a jc.sr, of 
the occoonts of the entire division, side Article 830 A Subject to this requirment, 
the ttttcal distribution of the irork to bo done at tbo inspections of the djviaional 
cfTice, flud of the district eCiccs subordinate to It, is left to the Accountant 
Oeiictal 
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2. The inspection of a district office of the Ituildings and Eoads br.mch in the 
Tlnitcd Provincei, or of a sub divisional or subordinato office in any proviaco, way 
bo cufnjstcd to aa cipericnceil Senior .Accoaotaat, if, at tlio time of the inspection, 
tte cfTircr in charge of the offico inspected is not a gazetted officer 

833 The Divisional Officer should he given sufficient notice of the 
probable dates of inspection and requested (i) to obtain the necessary 
hooks, papers, etc., vhich should be specified, from his subordinate offices, 
and («) to he present at his headquarters (t’tdc paragraph 104 of the 
Public 'Works Account Code) to meet the inspecting officer in time to 
discuss the results of tlie inspection -ffith him. 

1. lu the ease of many records, a general scrutiny has to be applied to all 

entries made therein since the date of tho previous inspection In some cases, it 
may be sufficient to rctjuirc the records of n shorter period to bo produced , in others, 
it may be desirable to ask for tho production of documents covering a longer period, 
eg. "Works abstracts for a few works Again, it may be advisable to name certaia 
records speeifically, e.g , a number of measurement books selected by reference to 
audited vouchers. The records required for production should be selected by the 
Inspecting Officer himself, care being taken not to disclose the name of the month, 
the accounts of vyhich it is proposed to test-audit, nor to specify (without simiil- 
taneonsly naming a few other works) the works the accounts of which ars to be 
examined in detail. * 

If important records arc tot produced at an inspection, every po«lbla step 
shoald bo taken to obtain thoir production. If such eSorts are unsuo- 
cessful, the omission should be specifically mentioned in the report 
and such records should be obtained for examination m the Audit Office 
if such examination be deemed necessary. 

2. Whilst it IS desirable to give Divisional Officers enough tune to collect the 
noecssaiy records, tho notice of tho inspection should not bo longer than is neces- 
sary for the purpose The tour programmes of Inspecting Officers should be treated 
as eonlidential until the notice of the inspection is actually addressed to tho Divi- 
liouHl Officer concerned. 

3. The provisions of this Article do not apply to cases ui which the Accountant 
General deems a surprise visit to an office, by an Inspecting Officer, necessary. In 
such cases the procedure to be observed for avoiding inconvenience to the oflice 
concerned (vide Eulo 13 of the Auditor General's Boles) will be determmed by the 
Accountant General. 

834. The undermentioned documents shotdd be supplied to the In- 
specting Officer from the Accountant General’s office — 

A complete set of the audited accounts for one month, with schedule 
dockets and vouchers, and also foils of paid cheques relating to 
the accounts of that month 

If the local Government, under Rule 2 to Article 77, Civil Account 
Code, Volume I, has authorised the non-submission to andit of 
the journals of lower subordinates and members of the petty 
and irrigation revenue establishments — one or two Abstract 
Travelling Allowance Bills, C- A. C Form 13, of the dhusion 
ca«lipd during any month at the treasury at which the Divi- 
sional Officer is authorised to present establishment bills. 

The last annual Account of Interest-Bearing Securities. 

The last Half-Yearly Register of Stock, and Register of Tools and 
Plant, if still in the Accountant General's office. 


IidAQO 



834-838] 


INSPECTION OP PtniUC WORKS OFFICES. 


[CuAP. 44. 


A memorandum, signed by the Deputy Accountant General, of 
points noted from time to time since the previous imspectiou as 
requiring special attention or examination, on the spot (vide 
Article 516), e.p , delays in the clearance of any arrears in work 
or of any outstanding suspense or other balances, 

835. The Deputy Accountant General should single out one major 
work, or two minor works, whether completed or in progress, for a com- 
plete analysis and examination of their accounts since commencement, 
and supply to the Inspecting Officer all Schedule Dockets (willi vouchers) 
relating thereto 

1 Tbe Inspecting Oflicei will, however, be at liberty to analyse in detail tlio 
accounts of any other work or works, in case he finds thu desirable on the spot 
bat he should report his reasons to the Deputy Accountant General 

Objects of Inspection 

836. The primary objects of this inspection are (i) to applj' a test- 
audit to such accounts, vouchers, etc , as are not audited in the Account- 
ant General’s Office or as cannot be completely checked except at a local 
audit, (ti) to see that the initial accounts from which the accounts rendered 
by Divisional Officers are compile 1, or on which they are ba^ed, are pro- 
perly maintained in the prescribed forms, and (tit) to see that the Divi- 
sional Accountant posted by the Accountant General discharges his duties 
satisfactorily and is up to the mark 

Test-Audit of Accounts of one Month 

837 All unvouehed cash and transfer entry charges, as shown in the 
Schedule Dockets taken from the Accountant General’s office, should bo 
audited in detail. It is not sufficient that the total amount of such 
charges agrees with the total of the vouchers produced for examination. 
It should be seen (1) that there is on record a voucher correct in ell res- 
pects, in support of each item of expenditure which is not required to be 
submitted to audit (vide paragraph 576 of the Public Works Account 
Code), appearing in the several Cash Books and the Transfer Entry Book, 
(2) that the charge in order, (3) that it is traceable into the Schedule 
Docket concerned, and (4) that in the Schedule Dockets there arc no items 
treated as unvouched charges, which should not have been so classed. It 
tlionld be seen in particular that all the vouchers were checked by the 
Divisional Accountant at the proper time and duly cancelled, as required 
by paragraph 555 of the Public "Works Account Code 

838 The 'audited vouchers of the selected month, taken from the 
Accountant General’s office should be examined to see (1) that the quan- 
tities paid for are traceable with the supporting details, in the reeords 
of neasurement quoted in the vouchers, (2' that, in each case, the record 
of measurement itself is in onler, (3) that the rates at which the several 
items of work or supply shown in a voneber were paid for, are in aceord- 
anee with the terms and conditions of the relevant agreement, indent, or 
order, etc., and (4) that those terms and conditions had been duly sanc- 
tioned by competent authority before the liability was incurred, and are 
not open to any audit objection. 
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839. The foils of paid cheques brought from the Accountant General’s 
office should he checked in detail with counterfoils, Cash Books and 
vouchers to verify that payments have actually been made to the persons 
entitled to them. The endorsements and nelcnowledgments of the i)ay_ees 
on cheques should be intelhgently examined to sec whether they give rise 
to any suspicion of a fraudulent payment. The endorsements on the paid 
cheques should be connected with the quittance on the relevant voucher 
or vouchers, and infer aha it should be investigated whether any divisional 
employee figures in them The Inspecting Officer may himself e.’cercise 
the •'Crutiny prescribed in this Article or may entrust it to liis staff. The 
fact of the necessary scrutiny having been exercised should be recorded in 
the office note.s relating to the inspection 

Cheques which have been paid by the treasuries of anotlicr audit 
circle neei not he obtained for the purpose of exercising the »crntiny pres- 
cribed in this Article unless the Deputy Accountant General directs 
otherwise 

Notz. — T he Accountant General may at las ducrction prescribe that only a per- 
centage of the paid cheques of the selected month should be checked ns pre'rrjijcd In 
this Article , the percentage to bo prescribed should sot, however, bo less than 10 
per cent 

840 (a) It should be seep next that, if any of the vouchers and trans- 
fer entries of the moutli, including tho&e taken from the Accoimtant 
General’s office, affect the Stock account, or the accounts of works, the 
charges or credits to those accounts are shown correctly under the appro- 
priate sub-head or suspense account and in the Contractors’ Lodger 
or the materials account conccnied If any charges relate to collection of 
road metal, the corresponding entries m the Road Jletal Return should 
be traced 

ih) All transfer entries involving the rectification oi errors sliould he 
examined to see (1) that the rectification was necessary and in order, and 
(2) that the original error does not disclose a defect m the svstein of 
accounting or indicate any financial irregularity 

841. The Stock accounts of the selected month should be examined to 
see tliat ihev are maintained m accordance with rule the points of special 
importance being (1) that the quantities of both receipts and issuer have 
been correctly taken to account (21 that ixith reppipts and issues are 
correctly valued, and (3) that the issues to works have been charged to 
the appropriate sub-hea% or suspense accounts, and carried to the ledger 
or materials accounts concerned 

842 After the Works Abstracts of the month have bes'i cheeked, 
the total charges on each work should bo agreed with the total of the rele- 
vant Schedule Dnekets, .and it should then be seen that the Works Abstracts 
have been correctly posted into the Register of Worlds and that all entries 
in tlic latter were reviewed bj the Divisional Ofne''r at the proper time 

General Examination of Accounts 

843 The initial accounts of cash and stock, the measurement books, 
muster rolls and detailed accounts of works, for the entire period covered 
by the inspection, should be inspected and examined generally to see that 
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they are maintained, and cheeked, m accordance with the prescribed I'nles, 
and that the imtmgs do not indicate any attempt to tamper inth the 
records or to evade the requirements of rules The recorded trar.saction3 
should be burx’cj'ed mteiligeatlj’, and, if nccessarj', doubtful and abnormal 
Items should be esammed closely Points requiring special attention are 
detailed in the followmc articles The more important item'> of work, to 
which the inspecting of&eei slmiild demote fais personal attention, are given 
in Annesure A to this ^jhapter. 

844 Cask Booli — See specially ti} That nil receipts of cash as shown 
in the counterfoil-' of Receipt Books, P VV A Form 3, which have been 
used hy the Divibional t.iffieer, or which are still in sub-divit,ionaI ofrices, 
are traceable, under proper dates and with correct particulars, in the cash 
books in respect of ctiauterfoils of receipt books used by officers other 
than the Divisional Officer, which have already been recorded after check 
by the Di^asionn! Accountant, only a small percentage of the items need 
he traced 

(u) That the entries m the current month’s cash books are correct, 
and that the resultant book balances agree, m each case, with the cash in 
hand phn the amounts of impre'-ts and temporary advances, which should 
be supporte<l liy the latest acknowledgments of the officers concerned, 
as recorded in the last accounts or elsewhere {virle paragraph 679 of the 
Public ^Yo^ks Account Code). The s'cnfication of the actual halaneea 
of cash IS optional and should always be dispenuid with in cases m wliich 
the offieer in charge of the cash chest is not present at the station. But, 
whenever the casjh bal.scce pertaining to a Cash Book is counted, a simul- 
taneous count of all cash balances (with relevant accounts) m charge of 
the disbursing officer or other custodian of the ca-jh chest is desiraliie A 
note of t!io count, specifying the amount counted both m woids and 
figures, should be made in the Cash Book or account concerned 

• (iH) That all recent transactiom. relating to new imprests and tem- 
porary advances, or to additions to eiistiug ones, are in order 

(iv) That the memorandum of uncashed cheques, etc, as recorded in 
the divisional cash book of a selected month h correct in all respects 

845 Stock Accounts — See in particular {*) that issues of slock mate- 
rials to works are correctly classified under the two categories “ Issues 
to Contractors ” and * ‘ Issues direct to Yrorks ” (paragraph 307 of the 
Public 'lYorks Account Code), that the conditions of paragraplis SOS and 
309 of the Public Works Account Code are obseri’cd in respect of Issues 
to Contractors,” and that contractors are correctly chaiT’cd in all cases 
and do not derive, directly or indirectly, any unauthorised monetary bene- 
fit or lud in consequence of any arrangements in force. 

(t{) That there is no unneecteary accumulation of stoc!t materials cf 

any clas-s. 

(til) That “ Issue Bates ’yare^^c^tn accordance with the rules in 
paragraphs 193 to 195ifo{ the Public Works Account Code 
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Pages Sl^'JS, Article 845 — 

(1) In dauso (iii) insert the words “ and storage rates ” after the words 
" Issue rotes ” and alter the figure 195 to 195-A. 

^2^ In clause (v) delete the word “ ond ” occurring at the end and change 
the comma into a fullstop. 

(3) Insert the following now clauses : — 

That all important items of now purchases should ho examined to 
see that the pxirchases have been made to the best advantage of Govomment 
ftitbar by caUius for tendora or by obtaining quotations from different markets 
dealing with the storoa purchased. The market rates shown in the Itegister 
for tbfo yrovioi^s half year and for the current half year should also bo taken 
into consideration in conducting this review. See Rida 1 under para. 205 of 
the P. W. A. Code. 

(viiii That a few items of market rates filled in the Register arc examined 
to see that they are based on the latest quotations or other rcUabb informa- 
tion. 


[Audit Code, Vol. I, 1st Edn. (2nd Kep.), No. 51, dated the Is* Nov. I 935 ] 


S47. ilu^ter PoUs.-^The points to be seen speeiallj are (t) That the 
dhburscaiPrit of tlie labour charges, and with it the certification n£ the 
dhburspmeuts, is not entrusted, as a rule, to officials of a low sUndbig. 

(ti) That there is evidence that the record of attendances is cliecked, 
at intei^’ah, by responsible officers of the sub-division 

(ill) That the cost of labour is not so largely in excess of the value 
(at current rates) of the work done as to indicate either loss to (iovern- 
ment or need for closer financial control. 

848. Accounts of TPorA;?— The following points should receive special 
attention — 

(i) Whetber there has been any tendency to keep the aicoiints of 
works open longer than necessary If cases are found in 
which there has been apparent delay in closing the accounts, 
&ome charges should be serutiniseit to see whether they indi- 
cate any tendency to ut«li.se savincs towards unauthorised 
expenditure 

Cn) 7f e/Lses of marked excesses over estimated rates or amounts 
are found some should be ex.amined to see wheflier t’lero 
Iia'i bnen any financial irregularity or serious error in ao 
covntiri'/ 

(itt) Whether abandonment of work ns cMdenced by smaller 
quantities executed than were estimated for, has been in- 
v.sriablj accompnnied by corresponding savings in cost. 

(u') Whether material modifications of or deviations from the eane* 
tinned estimates of kanre wf»rJr« or projects h.sre received the 
sanction of eompetent anthoritv — vec Article l'«2-A 

'r) Whetber the sub-head “ Pontinjfencies ” of major works eon* 
tains charges not pertaining (0 tins sub.head 
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(tfi) \Vliethcr charges on accotmt of -work charged establishments 
are in order. 

(vi») Whether the arrangements in. force in regard to “ Advance 
Pajments ” SkXid Secured Advances " to contractors are 
such as not to involve risk of loss to Government, or as not 
to permit unauthorised aid to contractors. 

(tw) Whether all balances in the suspense account “ Secured 
Advances ” ate covered by duly executed mdentuves in 
P W A Form 31, which are on record in the divisioual 
oflice 

(ts) If materials have been purchased for issue to contractor^, 
whetlicr the provisions of paragraphs 303 and 300 of the 
Public WorlvS Account Code have been observed 
(a) A few old items outstanding in the Suspense account " Con- 
iravtori. — Other Transactions should be evamiucd to in- 
vestigate the delay in tlieir adjustment, it being seen in parti- 
cular that there has been no omission to make tlie accessary 
reooicu^is in ca^-es jn which any “ On account ” or ** Ad- 
vance ' ' paj-ment has been made to the contractor in codhoo- 
tion wilh the work 

(ai) If the suh-hrad “ Additional Charges for llatcrials issued to 
ContiBctors” (vide paragraph 312 of the Public WorlM 
Armint ^^ode) has been opened in the aecouuts of any 
major iiorkB. a fmv chaigcs falling under this eategoi-y should 
he examined to see that they were correctly dehifabJo to 
GoMTiimcnt and not to the contractor concerned 
fxu) The matrnals accounts of a few works should be csaToincd 
to see that, without sufllcicnt reason, materials arc not col- 
l^ptccl 111 e.vce5s of the requirements of works, that charges 
dehdflbJo to contractors arc not shown in materials accounts, 
that the rales relating to the veriflc.ition of materials arc 
complied uith, and that differences are .idjusted in accord- 
ance with ride 

{xni} Whether the oaffttra from tnan«/<ictt?rf* operations is priced 
at rates fixed by cnjnpctent authority in accordance with 
rule aiul whether, if there is a loss or likelihood of a loss 
On any operaljon, the causes at work have been ms'cstigatcd 
to SCO tint they do not indicnte any financial irrcguhirity 
or the fact that flic departmental operations are less econo- 
mical than acquisition of materials by purchnse would be 

{ziv) If any closed ncconnts of completed or abaiiiloncd works were 
re-epened, the debits or credits booked against the rc-opcned 
. ac'CoTtnt ehonid be «5peeiaHy scrutmi^ed to we that tio irregu- 

larity has been committed 

849 The "Works Abstracts, and connected accounts rehititi? to £>nc 
or two selected works (vide Article 835) should b'* c.vamined in detail 
fmn the coznmcncenjcrit, and all transactions recorded fherem .should be 
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analj^ed and, if nPceR5.ary, pompared with the details of the sanctioned 
estimates, and wth contract agreements, measurement boohs, stock 
accounts and ofiicr relevant doenments, including the schedule docketB 
(with vouchers) brought from the Acconntant General’s office. 

850. (a) The accounts of intercst-hearmg securities should bo 
esarained to sec that the rules relating to them are observed and that the 
register in 1*. W A Form 85 is corrcctlj’ maintained and ivith this 
ohjcct a few transactions of the register should be compared with the 
entries in the cash hook or other account, and vice versa. The securities 
certified in the hi't annual Account of Tnterest-Beanng Securities, 
P. AV. A. Form 86, as b«ing on hand, should be verified by inspection 
as far as possible, and it should be s-een. in respect of such of them 
as arc not produced for Inspeetiou, that there are ui existence cither the 
original aclmowledgments of the depositors bcanng dates subsequent 
to the dates of the last account or the acknowledgments of the autho- 
rised custodians, as the case may be. 

(b) It should also be seen that the Divisional Accountant applies a 
similar check at his impeclions of sub-divisional offices. 

861. If the accounts enumerated below are not required to be sub- 
mitted to the Accountant General's office for audit, the transactions 
covered tiierebj should be audited at the inspection (sec paragraphs 577 
and 584 of the Public Works Account Code) •— 

Contractors’ Ledger (monthly extracts). 

Eegister of Rents of Buildup and Lands (monthly extracts). 

Ilalf-Tearly Register of Stocli 

Register of Tools and Plant 

The extent of Ih" audit to be applied, and the procedure to be observed 
in eaoh cas*' vill be settled hv the Accountant General m consultation 
with the Auditor General 

852 (a) All accounts r«*cords not specifically mentioned m Articles 
637 to S51 should al<o he inspected .md examined generally to see 

(1) that the prescribed procedure and forms arc in use. 

(2) that thei are kept up to date and 

(31 that there aie no financml irregularities or serious errors 

(b) Fuithcr, it should be seen generally 

(1) that the clearance of Suspemse and other balances receives 

proper attention, 

(2) that transfer entnes in lectification of errors are in order, 

(3) that the arrangements for regulating and control'ing expen- 

diture in accordance with appropriations therefor ?re 
satisfactory, and 
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(4) that, if there was any abnormal rush of e-xpcnditure towards 
the end of the financial year, it did not involve any financial 
irregularity, actual loss, manipulation of accounts, or 
relaxation (actual or probable) of the prescribed procedure 
for measuring work 01 supplies, or for examining the claims 
of contractors and supplie’^ before payment. 

(c) The accounts and documents enumerated below should receive 
special attention . — 

Register of Cheque (and Receipt) Books, Register of Measurement 
Bciolvs Standard Measurement Books. Road Metal Returns, 
Contract agreements. Register of Transfers awaited, and 
Sermee Boolm of subordinate establishments 

] Advices of Tr.mgfer Debit received from other divisions should be inspected 
iu particul.ar to ace that any advising minus debits were signed by the Divisional 
Officers concerned personally, vide paragraph 499 of the Public Worts Account 
Code 

853. If there is a workshop attached to the division, the system of 
accounts lU force should he reviewed to w (11 that it is m accordance 
with the procedure prescribed (2) that- it is suitable, and (3) that tho 
Pto formd accounts are maintained with reasonable accuracy. 

864. With a view’ to fectimr tho correctness and genuineness of the 
eutnos in tJie office copA ol the Monthly Account and the supporting 
registers and office copies of schedules, a number of selected entries 
should be compared Avitli the corresponding entries in the original 
actoiiiits tdkou from the Account.int Generars office, and vice versd. 

Review of Divisional Accoimtants’ Audit. 

855. The Divisional Accountant is charged with certain audit func- 
tions, and with the responsibility for inspecting periodically the accounts 
of sub-divisional offices on the spot. The procedure observed by him 
in discharging these duties, and the results achieved, should be reviewed 
by the inspecting officer, who should further consider all the objections 
recorded in the Regisier of Divisional Accountant’s Audit Objections, 
P W. A Form 60, record I 111 remarks against each item, and note for 
incorporation iu liis inspection report, for report to the Accountant 
General, or for other suitable ai-tjon. any objection wlikh, after dis- 
cussion with the Dmsional Officer where necessary, the Inspecting Officer 
decides not to witiulraw "When an objection is withdrawn, the full 
reasons for taking this action (quoting rules if possible) should he 
recorded 

]. A few cases of leave applied for by subordinates should bo examined to eee 
that leave was not gnnted in any case before the applicant 's title to it was 
certified by the Divisional Accountant and that the certification was in order. 

2. The audit applied by the Dii'isional Acconntant to Travelling Allowance 
Journals should be reviewed eenerally to Bee that they are Bcrutinised with care 
and before payoicnt In regard to the Abstract Travelling Allowance Bills, if any, 
brought from the Accountant General’s oflire (tide Article 834), it should be seen 
tint in support of every claim for which a journal was not Bubmitfed to audit 
there is on record, in the dmsional office, a jonmal duly countersigned by the 
eoafrolling authonfy and cheeked by the Dmsional Accountant These journ-als 
Bhould be rechecTced as a test of the aeearacy of the Divisional Accountant’s .andit. 
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3. It should also bo seen with icforenco to liule 4 to paragraph 691 of the 
Public Works Account Code that standard rents, as well na tho allowances fixed 
for ruaintcnance and repairs which arc due to bo reviewed during the period under 
audit were punctually reviewed and revised where necessary, a test check being 
applied to the calculations in a few cases to verify thcir accuracy. 


86G. ilny arrears or coufusinQ m the account work of the division 
should receive the spooial attrntion of Uie Inspecting Officer, who, in 
eoiibultation wth the Oivisional Officer and the Divisional Accountant, 
should dcN’i'ie tho remedies to be applied and report the same imme- 
diately for the orders of th% Accountant General , see also Article 540. 
It slio'ild also be seen that irregularities brought to notice at the previous 
inspection, as well as thos^‘ noticed by the Divisional Officer or the 
Superintending Engineer at their respective inspections of offices, have 
been remedied, and that the correct procedure is being observed in 
resju'ct of all matters the procedure relating to which was cousidcrcd 
defeilive previously. 

Advice to Departmental Officers. 

857. The insjiectiiig officer is exp^oted not to confine himself to the 
audit and impection work oi.tlincd m tin- foregoing Articles He 
should avail himself ot the opportunity of as.si'.ting the officers of the 
Public Works DcpaTlmcnt, and DiviMonal Accoimtants. with lus advice 
in matters aiYccting accounts, budget, etc, or the financial regularity of 
tran'-actions He may even offer suggestions bearing on tho economy of 
public money and is expected to do ko in all eases of superfluous clerical 
work in connection with accounts and audit Such proposals, if recorded 
m wTiting, should ordinarily not be ombodied in inspection reports 
but submitted separately to the Aceoiintant Ooneral Theic are various 
diroitions in which an intelligent Inspecting Offioer can find scope for 
l’4s enquirie'i He may find that there are chrome dclajs either in 
measuring work done or in making pasmients after mea-surements have 
been taken, and it may reasonably be pre«ainied that such delays lead to 
enhancement of rates He may notice that no attempt is made to invite 
competition amongst contra<‘tors. nr that the ariangements for ghing 
out contracts for work or supplies are othennse so defective as to 
suggest that possibly Government does not receive full value for pay- 
ments made An oxammation of the autborise<l Schedules of Rates or a 
comparative "jtiidy of them, may show that the data on uhieh estimates 
of the cost of norlu are framed for sanction bv competent anthontv are 
not so saTisfnelorv as to secure economical results lie lOnv obsem'e any 
peculiar features of the revenue leccmts or expenditure of the division, 
which may ic su"ge«ti\c of poseihle leakage of icxemio realised of 
untapped sources of revenues or of want of attention to economical con- 
siderations In all such cases personal discussion with the executive 
officers, if conducted in a fnendlv spirit and with a real de*;ire to assist 
rather than to ciiticis" may lead to practical sugge-stions which may 
be xvelcomcd by administrative and executive ftuthoritic.s as likely to 
result in tangible benefits to the finances of the State 
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Inspecting Officers' Reports. 

858 The results of the inspection should ))e set forth in two separate- 
docuuients • — 

I The Inspection Report, detailing merelv the more important 
defects of procedure and financial irregularities, and de- 
scribing briefly the general state of the accounts and the 
mauie of the financial «ontrol over transactions. 

IX The Test Audit Note, embodying all remarks relating to errors 
and incgularities uith which the Divisional Officer is 
corajictent to deal finally, and uhicii are not impoitant 
enough to be brought to the notice of higher authority. 

As a rule, trifling matters, which can be and have been set right on the 
spot or are of no consequence to the finances of the State, need not be 
mentioned, but if a number of similar points is noticed, it may be desir- 
able to mention the tjpe cf error oi irregularity, with one or more 
instances, so tlut the officials responsible for it may be duly instriictpcl by 
the Diviblonol Officer Pnith<r. -t is desirable that all statements and 
allegations made, and .01 figures, should be based on clear documentary 
evidence, and that, vf posible, all relevant facts should be ascertained 
in respect nt' pouits rn'miioned m the Imspection Report, the Inspecting 
Officer shmild himself ‘'cc oil Ihe connected documents. Both the In- 
Bpcction Report and the Test Audit Note should be completed before the 
In'.pecting Officer leaves the ofliec inspected, and they should not he 
signed until after the I)i\iMOn.il Officer, if present at ho.idiiimrters, has 
been gneu the opportunity of reading and discussing them and suggest- 
ing auj onussions or modifications 

859 Particular care should be taken in regard to the loiicuage and 
tone of the report, so that no offence may bo taken Wlulst it is neees- 
sar)' to make it clear, sts briefly as possible, how any loss has dctiinlly 
an'sen, or to indicate the manner in which Ios.s might have occurred, 
irt'-in\iatii«ns must bo avoided. It is not sufficient to quote the rule or the 
ordoi Molatcd ; the actual or the possible effect of such deviation ou the 
Cnanciul interests of Government should be explained intelligibly. The 
Local Government will decide whether the names of officers responsiole are 
to be entered in the report, but, iii all cases ol serious irie"ularitie'=, a 
note 01 the nnmes should imMrialily be kept for record m the Accountant 
General’s Office 

8G0 The Inspection Keuort, as well as the Test Audit Note, as soon 
as signed, should be forwardcil to the Deputy Accoimtanl General. They 
should be accompanied bj a note by the Inspecting Officer enumerating 
tlie items (if any) of the Jmspection Report which, m his opinion, should 
ewntually find a pl.sce in the Appropriation Accounts and Report. lie 
should be caieful to obt.sm all reWant facts in connection with each item 
and discuss it sjiecially with the Division.*!! Officer, if possible, and in the 
note he should state that he lias done so. 

8G1. The Inspecting Officer should submit to the Deputy Accounlnnt 
General a confidential report, written in his own handwriting, on the 
work and quahfica.tions of the Divisional Accountant as judged mainly 
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by Ihc quality of the ^\ork done by him duriup the entire period covered 
by the inspection, especially by the results of the audit checks applied 
by him. No opinion on the ^\•ork of the Accountant should be expicsscd 
in the Inspection Report. 

1. The Inspecting Ollieer ehonld form an opinion as to tlie DiTisionai Account- 
ant’s knowledge of tlio lutcs ami proceduro lelatiog to audit and accounts It 
should be seen that the Divisional Accountant's personal copies of the codes and 
other books of reference supplied to him are correctly posted up to date. 

£. The Accountant Gcner.'il, if ho desires, may require the Inspecting Officer to 
submit similar reports on any clerks of the division who, svith the permission of 
their official superiors, have officred themselves as candidates for appointments under 
the control of tho Accountant General 

Disposal of Reports. 

862. Both the Inspection Report nod the Test Audit Note should be 
exiiTuined qencially in the Work* Audit Department before they are 
sent out of the offleo, and, under the orders of the Deputy Accountant 
General, I’ouiarks vhich are not m order shonld be expunged or modiAcd, 
and those uhicli are not considered to be of sufficient importance should 
be transferred from the Report to the Note 

863. The Test Auchr Note should then be sent to ihe Divisional 
Officer for rcinaikb and rduin. and pomts raised in it should bo dealt with 
and settled in the manner prescribed for Audit Notes , vide Chapter 41 

864 Tho Inspection Report shonld also be forwnrded to the Divi- 
sional Ofllccr, hut m n tabular form providing separate columns for 
the record, agt/inst each item, of the replic.s and explanation of the 
Divisional Offieei', of the reinail.s of the Superintending Engineer, and 
of tlie final disposal by the Accountant General. The Divisional Officer 
should be requested to return the report, within a specified period (which 
should be fixed under the orders of the Local Qovpinmont). tlu-ough the 
Superintending Engineer, and a copy of the report should be sent 
simultaneously to the latter, inviting his attention specially to any 
imporfant items o” to sprjous in iinilarities or other [luints requiring 
special or prompt attention A cojiy of the report as sent to tho 
Supcrintondin" Engineer, sliould be forwarded, at tlie some time, to the 

GoveTTOTieTit, Jot Info'twiatwn 

865 If, on a consideration of the note by the Inspecting Officer 
referred lo in Aitide 860. it is held that any item m the Insiiection 
Rejiort IS likely to fil’d n nlace in the Appropriation Accounts and Ileport, 
it should fonn the subject of special correspondence with the Di%i.sinnal 
Officer or the higher authorities 

8G0. The Inspection Report should be treated as an Objection Stalo- 
ment and dealt uith in the manner proserihcd in Artmes 715 and 753. 
In the ordmarj coiii'e, therefore, onlv tho'c items uil) be reported to the 
Local OoNernminl which the Superintending Engineer is unable to. ur 
dors not, settle to the s.itisfj|i»tipn of the Accountant Gener.il. or which it 
is ncccssarj’ to report, in view of possible inclusion in the Appropriation 
Accounts iind Report or for any other specin! reason It is open, however, 
to the Loral Govcmmei'T to require that the explanations of the Divisional 
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Oflicer and the remarks of the Snperintending Engineer shall be fonrard* 
ed to it for perir^al ; in sneh cases the tabular form of the Inspection 
Report and the procedure indicated m Article 864 should be suitably 
amended. 

867 Deleted 


ANNEXUICE A 
(See Article 843 ) 

The inspecting officer of a Public Works Division should devote 
his personal attention to all tlie items of work specified in Articles 855 
to 8G1 He should albo personally carry out the following items of 
work — 

(1) Review of all regular contracti> as defined in Article 88 of 
the Central Public Works Department Code, and of a percentage of other 
agreements, made since the last inspection 

(21 Llevicw of the Register of revenue, othei than rents, including 
a rcvjcn of the jiroeedure for its a.«.sessmcnt and realization, special 
attention being paid to oases where a fallmg-off is noticed lu the revenue 
derived from any particular property 

(3l Rovicn of the system and extent of check-measurements by 
Dmsional and Sub-Di\isional Officers and review of the check of measure- 
ment books by Divisional Accountants 

(41 Review of the balances of stock, the system of acquisition of 
stores and of stores verification 

(5) Review of the accounts of manufacture operations as prescribed 
in Article 848 (a:«i). 

(6) Revieu of the banidng arrangements, to see that they are 
generally satisfactory. 

It should be seen in particular — 

(a) in whose custody the current cheque books are kept and by 
whom the cheques are filled in ; 

(J) ulial stock of blank cheque books and receipt books is in hand, 
where the books are kept, and what account is kejit of them. 
The l'.slsneo of books in stock should be verified , and 
(c) uhetlier the certificote of count of chcqne.s is duly recorded 
by the drawing officer on each cheque book 

(7) Review of the cash book on the lines indicated in Article 844 
of the Audit Podc. inclndin!r a review of the .arrangements for the 
cu<ft(idy of cash .and of ithdraw.il of money from the cash clie.st. 

<81 (Icuers'l review of tbo accounts of worlds the nature and 
extent of detailed scrutiny being left to the Inspecting officer's 
discretion. 
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(9) Review of the followincr registers anrl accounts, the nature 
and esteul of tlie check being left to the discretiou of the Inspecting 
officer : — 

(a) lluster rolls 

(t) Transfer entry book 

(c) Suspense and Deposit Registers 

(d) Schedule of rates. 

(c) Ilegistcr of rents of buildings and lands. 

(/) Establislinicnt work 
(ff) Monthly accounts 

1. It is vrllim the disctetioii of the Accoontant General to add other 
items to the list aeeotdiDg to local needs and circumstances It is also open to the 
inspecting oiQcer to oxtcnil his personal ecrntiny to any other points whieh in his 
opinion require such scrutiny. 
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Chapter 45. — ^Inspection of Treasviries. 

Introdnctory .... 863 | Test-Audit .... 879 
Objects of luspcctioQ . . . 871 | lospMtion Bcpoit . 83J 

Inspection . . . 873 j 

Introductory, 

8G8. The accounts of each district treasury whl ordinarily he 
inspected once m three years by a {lazctted ofBcer deputed from Iho 
Audit OfFice A treasury which needs special attention may, however, 
be visited more frequently if this is deemed desirable, and a small 
number ot .sub-treasurics m which payments are made may also bo 
inspected 

8C9 The Inspecting OfUcer should be assisted at the inspection o! 
each treasurv by a ^tait adequate to complete the inspertion faud test* 
audit) oE any trert«ury, the wiirk of winch is not exccptionall.r hca^ 7 , 
within tliree days PicMous notice of the dates of inspcitions is not 
necessary, but as lai' a« possible, it is de«iirable to avoid visits to a 
treasury office on days on which the treasury woiU is known to be heaiy, 
eg, vhen the accounta retunts arc due to be prepared for submmiou 
to audit, or bills to be examined and paid 

870, The Inspecting Oflicer should be given a memorandum, signed 
by the Deputy Accountant-General, of points (1) noted from time to timo 
since the previous inspeotioii, m the coui*sc of the uork of ili<’ Central 
office, as reqninng special attention or examination on the spot (e g., 
delays in the clearance of any arrears in uork or oE any audit objections), 
and (2) which the Deputy Con‘rollei of the Ouneney, or the Local Gov- 
ernment, may have desired to be looked into at an audit inspection 

1, Tto Deputy Accountant General sbouH ascertain dcmi-officially from tho 
Deputy Controller of the Currency, a few day» before the proposed date of inspcc* 
tion, sihothcr there are any sp^ial points Tthich that officer may wish to bo 
investigated on the spot by the Inspecting Officer 

Objects of Inspection. 

871 As stated m Article 294 of the Civil Account Code, Volume IT, 
the primary object of the inspection is to assist the Revenue authorities 
in establishing a system of trcastirj- working fitrielly in accordance wiili 
the prescribed lules Tt is not uitemled that those nuthonlies should 
be relieved of their responsibilities m the matte.’ of management and 
inspection, but the inspecting staff will see generally that the rules 
prescribed by ihe Local Oo\crnmenl are duly obseivcd and make any 
special enquiry which the Lo''al Goc’emment may desire. 7’he Accountant 
General is responsible for seeing (1) on behalf of the Auditor General, 
tluat the prncednie observed at ticasuiies meils all the requhements of 
audit and that the accounts arc properly maintained, and (2) on behalf 
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of thft Controller of tlie Currency, that the orders issued under Rule 10 
of the Devolution Rules regarding the cxjstody and handling of treasure 
and tlie control of the balances are duly observed. 

872. It follows that the procedure to be observed by Audit Ofiicer-s 
at the msjwction of treasuries cannot be prescribed in detail The general 
prineijiles to bo observed are stated in the following articles and, con- 
sistently -with these, Aecountants General may la> down uorldng 
iustructions foi the guidance of Inspecting Officers 


Inspection. 


873. Above all, it should be seen that the arrangements for Iho 
custody and registration of treasure are perfect and complete, that cash 
and other loueliers and .stocks of forms of bills, cheques and Public 
Works receipt books are handled strietiy in accordance vvith rule, and 
that the arrangements in force, for dealing with tenderers of money and 
claimants for payments, are businesslike 

1. II IS not necessary to verity l>> eounl the balance of cash, stamps or opinm- 


2 It should be seen (1) that th» treasurer has given adequate secunty covered 
by a proper bond, and that the bond is registered and kept in eafe custody, and is 
tested penodir'ilU as may be prcsrribid, and t2) that the prescribed certificates of 
the suitability of strong rooms ar« obtained periodically from the authorities of tho 
tVnrVs Department. 


“d office or branch 


■Pose 32S, Artkh S74-. 

Delete tho word “ Deputy ■' 
fAudit Code. Vet ] 


No. 44. 


■ ia lino 5 of this Ankle. 
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Comiollcr ol the i/UHvuv.. . . — ■ . 

of treasure .ire ele.nly uudersiood by the Treiumry umcci omu , 

and duly observed in practice 

: all sub treasuries 


} been opened « 


87G With reference to the rules in the Government Securities 
Manual for the deposit of Goveniiiicnt securities with Tre.isury Officers, 
the Tiispcctini? Offi^pr is nquired in addition to any other action tliat miy 
be found dpslr.^ble. to see that the registers and forms proscribed for 
recoulmg the receipt and disposal of the securities have hecu correctly 
maintiimcd, and to verify the securities in custody’ with the entries m the 
register concerned 

877 The procedure observed in the examination of claims foi pay- 
mcut'» of all kinds should receive special aftenlion. and by the applica- 
tion of a few test checks, where pos-ible, il should bty seen whctJicr 
llie varinni prescribed checl® arc exercised strictly and with intelli- 
gence. nhether the prevenbed regbters are properly luaintaincil. and 
Mbcther thcic is evidence that the Treasury* Officer is in the habit of 
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huaself exercising checks for whicli the rules hold him personully res- 
ponsible With this object, it iiill be neeesssry to review some of the 
objections on which bills and other claims presented by drawing officers 
may have been returned for completion, alteration, etc , and m the course 
of this examination it should also be seen whether there is any tendency 
to raise fniolous and \exatious objections which hamper administration 
and create friction between the treasury and other offices. 

j The Inspecting Officer should see that specimen signatures of all drawing 
officers arc properly recorded and that the signatures are referred to by the Treasury- 
Officer, as well ai bj his staff, before passing vouchers for pj_iuipnt In the absence 
of any other evidence, a personal enquiry should bo made of the Treasury Officer 
and a note of his reply should be placed on record 

2 The procedure observed for the idcntideafion of pensioners and for verifying 
their continued existence should be examined in particular 

878 Tbe procedure for dealing with cheques, the encashment of 
which ih subject to the Jmutafion of issignments, letters, of credit, etc, 
Bbould be examined specially to see that the rules are complied uith 

Test-Audit 

870 It, under the orders of tlie Auditor General, the Central audit 
of any class of paymeut vimchctc paid at treasuries la rela.\ed and a 
test-audit has been pre^-ciibed, this should be conducted at the inspection. 
For Ihii- .purpose, the original voitclieis and otlier accounts documents 
requiring exammatioa or verification sliould be brought from the Audit 
office and the check tlimrof pieviously exercised by the Treasury Officer 
should be completely reviewed 

t. The Bclection of the vouchers, etc. to be test-audited abould be made by the 
Deputy Accountant GeneraL 

2 Pension payments .arc subjected m tbe Audit office to a percentage check 
only (Article 337) One mooth’s vnuehera should, therefore, be test-audited at the 
treasury inspections As this check 

Orders (Treasury Officer’s portions) ' 

Inspecting Officer to assure himself 
appear to hive been tampered -mth, 

tbe Tre.asury Officer hir^sclf m renewal of original orders of the Audit office, they 
ore true counterparts of the originals It should be seen in particular that pensions 
in arrears have not been paid without the necessary sanction and that the provi- 
sions of Article 331-.\, Civil Account Code, Volume II. 8th Edition, have received 
proper attention on the part of the Treasury Officer. 

880. The records connected with objections raised by the Audit office 
should be reviewed cTovely fl) to see that they receive due attention, and 
(2) to ascertain generally whether they are indicative of defective proce- 
dure in the treasury or in any of the Government offices dealing with the 
trea'^nry, which may, with advantage, be brought to the notice of the 
authorities concerned. The Retrenchment Register should be examined 
in particular to see that it is properly maintained and that no avoidable 
delay ordinarily occurs in effecting recoveries. 

881. Arrears in the snbmission of acconiit returns should be rare. 
Should there be any, they should receive the special attention of the 
Inspecting Officer. In any case, it should be seen that irregnlarities 
brought to notice, and instructions given, at the previous inspection have 



327 


Chap. 45,] ikspection op tbeasubies. 


[881-888 


been rcmediecl and that the correct proectiure is being observed in respect 
of all matters the procedure lelating to which was considered defective 
prenously. 

Inspection Keport, 

882. The results of the inspection ilionld be set forth in a brief 
Inspection Keport, points of minor importance being settled personally 
on tlic spot, or communicated to the Treasury Officer, in the form of an 
Audit Note. 

883. The Insjicction Keport should be completed before the Inspect- 
ing Officer Iea^es the teeasur}* .and it should not be signed until after the 
Treasury Officer has been given an opportumt 5 ' of reading and discus.sing 
it and suggesting any omission-s or niodification.s If the Collector is 
present at headquarters, any important point in the report should be 
gener.iily discussed ^\ith him if possible. 

884. Tho Inspection Report, as soon as signed, should be forwarded 
to the Deputy Accountant General It should be accompanied by a note 
by the Inspecting Officer enumerating the items (if any) of the report 
which, in Ins opinion, should eientuully find a place in the Appropriation 
Accounts and bepoit. IK* should be careful to obtain all relevant facts 
in connection vith each such item and discuss each item specially 'eith 
the Collectni (or wilh ihe Trcisnry Officer in his absence), and m the 
note he should state that be has done so 

886 Tho Inspection Rcpoit should be esomined. in tlie Treasuiy 
Audit Dejiartmem, betore it is sent out of the office, and, uuder the orders 
of the Deputv Accountant Gcncial, r^murks which are not in older, or 
not important enough for inclusion, should be espiinged or modified 

886 If, on a constderation of the note by the Inspecting Officer, 
referred to in Article 88-t, it is held that any item m ilio Inspection 
Report IS likely to find a place in the Appropriation Accounts and Report, 
It should form the subject oi special correspondence with the Ci-llector or 
the higher authorities. 

887. The Inspection llepoit should be prepared in two scpar.iti’ sec- 
tions, one relating to matters gO'c™cd by rules ndminiStiTcU by the 
■-^^^*-^*«U4U!«A£_tUs_Ciirrency. and the other dealing with all other pnmt.s. 

nos Civil Account Code, Volume II, 
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Chapter 46. — Outside Audit and Verification of Balances 
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Outside Audit. 

889. The mittal accounts maintained in many Government mstitn* 
tions and ofBees arc audited on the spot. Audit offices are also retjuired 
to audit the accounts mamtained by many non-government institutions 
which are not Local Funds Such accounts arc nearly always audited 
locally Local Governments arc responsible for the audit of Local 
Funds, but m some provinces they have ashed the Auditor General to 
undertake this audit on their behalf Id all these cases such accounts 
are usually examined and audited by special establishments under 
special local rules, which need not be repeated here 

1. The audit of the accouota of Treaeurers of Cbaritnhla Endowments, as 
maintained bf Accountants General in their capacity as Treasurers under Act VI 
of 1S90 and the rules under it, is conducted annoalJy by the Local Funds Audit 
Department. 

889-A. The Outside Audit Inspection Staff should examine the leave 
accounts and service boohs of the non-gazetted staff of the offices or 
institutions visited by them to ensure that they are kept in a satisfactory 
manner. A small percentage, say 5 to 10 of all leave accounts, should 
he checked and cases of the irregular grant of leave should be noticed. 
In the case of offices which are not inspected locally, the leave accounts 
of non-gazetted officers should be checked when the inspecting staff 
visit, the headquavtcr stations ut area wit'Kin viiwe jUTiidiction 
those offices are located, for other inspections The local check can he 
supplemented by central check where the work is much in arrears The 
leave accounts of such men as are likely to retire before the next inspeo- 
tion takes place should he checked carefully. 


Audit of Currency Accounts 

890. The accounts of feach Currency Circle are audited each month 
by a Gazetted officer deputed from the AccounMnt General’s office (in 
Karachi, from the CoIIect^'s office), whose repoiV(Form 84) is fonv.srdcd 
to the Controller of the/Cuirency through the/beputy Controller of the 
Currency concerned The auditor is requircty especially — 

(o) to inspect all the registers and nccount.s jn the office, and 
certify that they are in the prescribed form and in order. 
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(6) to see — 

(t) that credits on account of notes irrittcn off or sent to 
other Circles are properly vouched and autli^ised ; 

(it) that all note forms sent from other Circles, ak notified by 
the ofilcers in charge, and also those received from X'asik 
as shown in the invoices receued through jflie Controller 
of the Currency from Nasik, are duly hroiig/it to account , 

(ill) that the Monthly Return is a correct st/ternent of the 
debits, credits, and balances appearing upon the booUs ; 
that it IS proved anti balanced, aii<l that the “ value ” 
m balance is equal to the eirculalion ; / 

(iu) that the balances of notes, com, and/bullion arc -duly 

acknowledged in the daily sheets jot tlie oflitcrs m 
charge of them, the balance of Goycrnnicnt securities 
by the Controller of the Currency, /and the bal.incc of 
the foreign Circle accounts by ihv officers m charge , 
and / 

(v) that the amounts in the books umlcr osanilnntion which 
relate to the Agencies conevpodd «Mh those shown tn 
the returns received from tho/e Ageocn-s, namely, the 
reports of issues and receipys and the ecrtiticalo of 
balance at the close of each month ; 

(c) to examine the cases relating to the claims on lost, wholly 

destroyed, or imperfect notes ynnd to see tliat tliey are dis* 
posed of m accordance with the rules m the Curiency De- 
partment Code under propw sanction ; 

Not*— A S per cent monthly cbeek of on nnrcirljtcrerl notes nr ehlms 

on registered notes «hieh arc mu/ih(v<l as <U(ti>r<t in Tliilc i (tj) of llio 
Refund Rules or claims for the /hjlf csluc on h ilrcs of regisunsl n>les 
IS quite enough In respect of >thc remninln" el iss of n^es, n rent per 
cent check should be done by (be GazettcU OQlicr himself under Note 1 
to this Article 

(d) to check the corrcctnc®^ of all receipt entries m the Receipt 

Registers from the Intermediate Registers, and of the disposal 
entries in the Intertncdiate and the Receipt Registers by 
reference to — 

(t) payees’ receipts and bonds, if any, for notes paid, 

(t») receipts for notes returned to claimants, 

(tii) acknowledgments for notes transferred to other circle* 
for disposal, 

(if) Currency Officer’s destruction certificates for notes 
refused to be paid ; 

(a) to examine the postings in the Ledger and to trace the valne 
of notes credited to Government in the Eicbanga Treasury 
Account ; and 

« 
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{f) to examine and follow mto boolis all the daily sheets of one 
day in each month, to be selected at random and without 
communication with the Currency Officers, the date so selected 
being named m the audit report j 

KdT£ l~The detailed audit ot tbe curcencj accounts laid down m the above 
article may be entrusted to a aenioi Accountant assisted, li ne^asary, by auditors, 
provided tiiat the Uasetted Olhcer who exercises general supervision over the 
audit Stan caui>.‘8 out peraonaliy tbe more important item^ of check and Signs 
the audit report sent to the Controller of the Currency in Fam 84 

Note 2 — In the case of the Currency Office at Cawnpore a bimonthly, and 
not a monthly, audit will be earned out by the Account^t General 

Veiification of Currency Balances. 

891. The officer deputed by the Accountant General (or by the 
CoUector) to conduct the audit laid down jn Article 890 will also at the 
time of buch audit verify the balances in com find notes of the Kxchauge 
Department of the Currency Office All notes/of the value of Rs. 10,000, 
R', 1,000 and Rs. 500 each sbould be counted/ For the re&t of the notch 
the total value sbould be checked with refererice to the number of bundles 
and the number of pieces as recorded on tb^ outside note of each bundle 
but the contents of at least 5 per cent, of ythe bundles of hundred-rupee 
and of fifty-rupee notes and 1 per cent, oy the bundles of notes of lower 
values and also the contents of some Breken packets taken at random 
should bo counted Tbe Com balance should be tested (1) by counting 
the number of bags and (2) by venfpng ihe contents of 6 per cent ut the 
hags ; this shoxtld he done by counting tne contents of one bag and then 
weighing against it the contents of tbe other bags. 

The officer will attach in original /to his audit report a certificate to 
the following effect >— / 

“ Certified that the balance of the Exchange Department of tlie Curreapy office 

was ehecked by me oa the evening of the and found to agree with the 

accounts of that day.” 

Note.— -I n the case of the Ctwrenry Office at Cawnpore the check laid down m 
this Article wilt be earned oat bimonthly ami not monthly, (^ee Note 2 under 
Article 890.) j 

892. The Accountant General should arrange for the verification of 
the balances of tbe Currency offices, on the 31st of March of each year, 
by a gazetted officer. As far* as possible the verification should be so 
arranged that the balances actually counted and verified are the closing 
balances of the month of March The reports should be prepared in. 
Form 85 and should be sent to the Controller of the Currency through 
the Accountant General ,nnd the Deputy Controller of tbe Currency 
concerned. As it is desirable that the verification should be compleUd. 
on tbe named day, in drdcr that the balances may be agreed with the 
bookf of that day, the/ofScer appointed should begin the work before, of 
course taking precautions to secure from any interference each parcel 
of coins or notes wWch he has examined. 

I. Wben the hamce to be conated inelodes remittancM whieh, nt the time 
of the TOTlfleatlon./iave not been examined in the Currency Office, the invoiced 
valne of the rcmiltaneca should be tnken as correct for tbe pnrposM of the verJfl- 
•stion and a note to this effect sbonld bo made in th* report. 
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jjOTK — As an exception to tlie eenetal role, the eurtency balances at the Har- 
ness Factorj' Vault at Cawnpore and in the ^lahabad Fort Vault and tin/ com 
balances held in currency vaults 1 and 2 at the Bombay Mint ate vetifvcd/by an 
Audit Officer only once in three years, provided that all withdrawals oMieposits 
In the interval aro mnrte in the presence of snch an officer. If, however, /an Audit 
Officer cannot be preent when a withdrawal or deposit is made, a fresb^erification 
of the balances should be carried out at the close of the same year. / 

893. All signed notes of the value of Ks 10,000 each and half the 
signed notes of the value of Rs. 1,000 and Rs 500 each should be counted. 
For the rest of the (signed and unsigned) notes in stocK, the outside 
note of each bundle of one thousand notes should be cx^ined, but two 
bundles of notes of high values (Rs. 50 and above) and^^ne of low values 
in every ten bundles should he opened, inspected, apd put away again 
after counting any successive hundred notes m it The coin reserve is 
tested (1) by counting the numbers of bags in each chest, and (2) by 
verifying the contents of 5 per cent of the bags T'his is done by coun- 
ting the contents of one ba" and then weighing against it the contents 
of the other hags The com balance in the Exchange Department is 
proved in the same way, and the note balance in it in the manner described 
in Article 891 The note balance in the cancelled and foreign note accounts 
is proved by actual counting. The balances so examined should be agreed 
with the corresponding account balances of the same date. The bullion 
reserve in the Mint Master’s custody need not be verified at the annual 
verification , 

1. The actoal “eouatlojt ” of notes may be done as follows • — The notes being 
in bundles of a certain number, a few at the top are folded bach by the verifying 
oftlcer, and the bundle handed to a clerk who counts the notes which are not folded 
back and marks the number ; the verifying officer then sees that the number of 
notes folded back makes up the compute bundle But the verifying officer is re 

S iircd to sati«fy himself, m all ease^xcept those of low value (Rs 10 and below), 
at the bundles reolly contain only' notes of one denomination 

894 The verifying ofBc^ should also compare the balance shown 
in the Currency office register of \.iluabim5 with the balances shown in 
the Registers— 

(t) of half and^futilated Notes (Ij-23) 

(ti) of wholly destroyed Notes (L-24) 

(jti) of Unclaimed Notes (L-25), and 

(tu) of Notes received (Intermodiate Register) fL-17 or Tj-20) 
and then prove /these balances by emmeration of the notes of each 
description aot/allv contained in the box kept under double locks 

Note 1 — T)(o note under Article 8*10 above applies to the verification of 
C'lrn-i'cy balances also 

Note g/^The balances in the accounts relating to claims on notes treated as 
wholly dpctroycd ahould. be verifled with the balances recorded in the manuscript 
TCiTistCT< kept under double locks of the Currency Officer and Trc.asnrcr and then 
tliw'nnlancp* proved bv serification of the Government securities and the Pavinga 
Il;mk Pass Book in the peraonal enstodv of the Coirency Officer 

895. Dcifffd 

Verification of Balances of BmaJl Coin Depots. 

896 "Vinipii n sub-depot of amall coin iv located in a treasury, its 
balance will be verified by tbe District Officer The balances of other 
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sulj-tlc-pots and depots of small com on the 31st of March and the 30th 
of ^ 1 ^■^ltcln!)cr will Ic \cnfipd by the officer appointed to verify the balance 
of llie Currency office. The verification is done by counting the numbers 
of boves and bags of each class of com m the depot, the seals on the !i 0 se» 
or hags \icuig examined at the same time, and by esainming m the manner 
lanl down in At tide S93 the contents ol 5 per cent of the hags contain- 
ing siUcr quarter uipees In addition, the contents of 3 per cent, of the 
bags or hovos in the case of nickel com and one per cent, of the hags in the 
ease of broiue and copper coin should be verified by actual counting. 

jjoTc, — Tlio vcnfic.ition rtpoita of small coin depflts located ut trea*unea ate 
enbimlteJ to Itic Aceount-inl GcneT.il Those situated at Currency offices shonW 
bo submitiLd to the Controller of the Currency direct by the verifying officer. 

Verification of Cancelled Currency Notes. 

897. The verification of c.-inccllcd Currency notes is conducted nndsr 
the orders of the Accountant General by a verifying officer, assisted by 
a stafl of clerks (called checkers) and inferior servants The verifioa* 
tion may he broadly divided into three stages as follows — 

(11 ficcoipt of notes from the Currency office . 

(2) Verification of notes . 

(3) Punching of notes after verification and their return to the 

' Currency Department 

Nott.— “T he detiilrd veriflentien of the ennrelled Currency notes is the 
CuTTcney offirr* at Kvrnrhi and I'lwnpore le entrueted, vt present to the Cutreney 
OiTrrr* roniomed, but a test check is made by a staff Tisitmg thp«o offieci »>t 
intervals. 

838. The following procedure has been prescribed for the venficatio* 
at CaKul1.i and should be adopted with the imcesivarv’ mocUficatious, if 
any, at other pbaces 

Txcccipt of rtoies from (hr Currency Office 

83S-A. (1) Particulars of cnncellcd notes proposed to be taken uji 
for verifumtinn should be intimated by the Verification Branch to the 
Curniicy office as early ns possible on tbe day of verification or on the 
previous day The estimate of requirements should bo based on the 
number of checkers netimlly present on each day and the indent should 
lie '0 fr.uucd that it will keep oil tlie men fully occupied .and at the s-am* 
fime leave no surplus notes, umerified at tlie end of the day. "When 
the day's work begins, the bundles of notes rcquiretl by the verifying 
offiecr ere removed from the Bxebange vaults to the verification scctio* 
in canvas b.ags in charge of a Treasurer’s representative. 

The bags are opened in the presence of the verifying officer, wh* 
formally takes ch.arge of the contents and satisfies himself that the 
luimht'r of bundles tnnrkwl for the day’s work ha.s been correctly made 
over lo him An orf interim receipt is aBo given by the verifying officer 
in the Treasurer’s book. ' ' 
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(2) Thf notes which are sent to the verifymjj officer should be pre- 
pared by the Cunonty Depaitment in bundles ot 100, odd amounts 
fmraing a sepjrnte bundle Kach bundle will be sewn together at one 
end, and ivill have a fly-leaf after the following pattern • — 


Packet No 

Containing piecea Rs 

each of- . , . — , -.circle 

‘Total Taloo 1 ... 

Sorted anil bundled by (with date) — 
Contents and packets checked by — — 

Listed by (mth date) -4 

List checked with notes by— — — 
Initials of— 


Cbeeker on 


^ Verifier with date. 


counted 
• 'sanned by 

him. 

r<rijica<iort of JioUi 

898-B. (1) Under the existing orders, the verification is conducted 
to the following extent — 

(а) Out an-i itvo artit c half rupee uotev —Complete checlt as to 

quantity and 12i per cent recheok as to quality (viz., 
Mhether the notes are genuine and complete). 

(б) Ftv<- O'ld frn rijucf not'’S — tloniplete p’chcck ns to quantity 

muJ 2.5 per rent retheek es to *juality (I’lj. tvheljjer the 
note? are jcTiuinf .ind cfimpletd 

(c) Notes o/ dciioriir ifnn« hnilur (ha'i 7?t tO — Complete rechect 
as to qu.ir.titv only 

The following «ia1e has also been prescribed ns the normal standara 
for u full <lnv''. worU f'*r each kind of checker — 

I'or <|U.Tnldy iheckers 16000 pieces p.scb 

T-'or quality cheekers fl) 8.000 | mers each for Re 1 and 

• ILs 2-8 notes 

or f21 4 00T pieces eaeli fop Rs 
Rs to j.ntes 

The .ibo\f figures for <|iia|it\ ch wk indade quantitv 


Containing- ■ — ■ pieces of Rs — 

Circle note included la cancelled] 
te account of .. . — 


Por use m the Accountant OeneraTa Veri- 
fication Pepartment. 

. . . V . . counted* 


counted* 

(B) Nunb., .1 

checked 

by Tetifier 

(C) Total m packet 




'■ and 




334 


898-6] 


OUTSIDE AUDIT, ETC. 


[Chap. 40. 


(2) From the bandies received, the verifyincr officer should select at 
random 2o per cent of the bundles of Its 5 and Tls 10 notes and 12} per 
cent of the bundles of lower denominatmiis for quality check The 
remaining notes .should be separiited for quantity check only 

(.31 The checkeis should be formed into groups, each including one 
verifier and one clipper to be selected from among them A selected 
quantity checker should be detailed for supervising the workmen at the 
punching machines and seeing that the verifi^ notes are properly 
punched and guarded till they are taken over by the Currency 
Department. 

v4) Throughout the day’s woiU, the Treasurer’s representatives are 
present in the verification section to safeguaid the Treasurer’s interests 

(fi) Tlie notes '•honld he distributed according to the number of 
checkers m each group Tlir verifier of each group should give a receipt 
for the notes rt'(eiv'’d in his group He should then make over a suffi- 
cient numbei of packets to the clipper, who will turn down a varj-ing 
number of notes roughly between 10 and 20 at the back of each packet 
and faistcn them with a dip and di'trihutc the packets among the 
checkers The checker should first see that the notes have been properly 
defared that is, bv having the signatures cut out and (except in the 
case of Re 1 and Ks 2-8 notes) holes punched, one on each half of the 
notes In the case of Rs. 5 and Iks. 10 notes of the design introduced in 
1033 in smaller size and with a single number it should be seen that the 
notes have been defaced by cutting a semi-circular hole at the bottom to 
remove the signature and a circular hole punched on the right half to 
remove King’s eftigj If the punching is wanting or is not complete in 
any case, the packet should be made over to the Treasurer’s representative. 
A similar procedure «hould he followed if the packet does not contain the 
full number of notes mentioned in the covering label. The checker should 
then sec that each note h of the al1cgc<l value, count the number of 
notes left undipped on each packet and note the figure on the covering 
label and initial the entry with date. The quality checkers should see 
that the note is not a forgers' : they should especially notice that the 
paper is of the nsn.d quility nnd the w.nter mark of the standard character, 
that the style of printing and figures is good and of the usual nature, and 
that the figuics and lucd.slljons arc of tlie standard pattern ; further they 
should see th.st if the note is cut. the uutnhcrs in the ti\o halves agree and 
are of the same serii’s, and that the note bears no alteration or erasure, 
and that in the case of defective notes the note licars the pay order of 
either the Cuvrency OPiepi oi the Treasurer and is stamped ‘ Paid The 
above (lunhtv esamiuaiion in the ca«e of Itc 1 and Rs 2-8 notes should 
he eonducted sirault.sneouslv with the quantity ex.amination, a.s the rate 
of “sanunation does not allow sufficient time for the work being done 
Rcp.'iiately In the case of Hs 5 and R-s 10 notes the two procef.se-s 
should be carried out separately, but by the same checker. 

fC) If the notes are found to be genuine and complete, the checker 
will enter the number of notes counted in the column provided in the 
covering hshel In the ease of notes checked as to quality also, the fact 
•will be noted in the latK*! After the ehcekers have finished their 
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examination, the clip*? will he unfastened and the packets piled before 
the verifier, wlio will satisfy* himself that the notes are of the alleged 
value, that they have been property defaced, that the signatures have 
been cut oiT and that they have not hern vetificd before. lie should then 
count the uotci vhieh have been clipped and note the number on the 
covering label m the space uliotlcd lie should thru total his figures 
and the checker’s figure and if the sum agrees ^nth the number that tha 
packet is said to contain, make it o\cr to the coolies attached to his group 
for being lied into bumllfs of 10 each If the tot.il number counted does 
not agree with that uliich the packet is said to contain, the packet should 
he made over to the Treasurer’s representative for removal of the defect 
Any deficiency not made good on the same daj' should be entered in an 
objection hook. Any excess discovered should be reported to the 
Currency Officer and credited to Goiemment except those which are 
adjusted towards deficiencies in other bundles of notes of the 5.1106 deno- 
mination under the orders of the Currency Officer. The verifier of each 
group of quality checkers should also examine the quality of the notes 
which have boon clipped. He should in addition count in full and 
e.xanuue the quality of all the notes in 10 per cent, of the packets 
checked in each group and sign a certificate to that effect in the covering 
label of the packet so examined in the space provided for the purpose. 
The object of the examination is to see the each cheeJ^er is carrying out 
the examination in accordance with the rules 

<7; The verifying ofiicer should keep a \igilant watch oicr the men 
and see that the men arc fully occupied. He should fully count with 
his own hands all the Rs. 10,000 notes, 50 per cent, of Rs 500 and 
Rs 1,000 notes, and 5 per cent, of other packets eontainhig notes above 
Ils. 10, to he chosen by him at random from the bundles after they have 
been checked and serificd. He should also examine at least 2 per cent, 
of loi\er denomination notes, either as regards quantity only or as 
reg.irds both quality and quantity. Any irregularity detected should he 
specially dealt with. 

Punching of notes and tkeir return to the Currency Department 

898-0. "When the verification work of each bundle of notes is com- 
pleted in e^el■.v respect, it should be made over to the men in charge of the 
punching machinei for the tutiing of the toj) left-hand numbers. The 
clipper of The group should accompanv the notes to the punching machines 
^ selected qinintity ehecl.er should be placed in charge of the machines 
during the whole day to snp<T\'i‘-e the workmen closel.v. The duty of 
his clerk will he to receive all verified notes from the respective clippers, 
to Pce that they arc projierly punched and to have them nrr.inged in 
pilas and the portious punched out put Into hags, and above all he will 
be responsible for .seeing that no abstraction of notes takes place from 
the time the packets aie received at the punching ninchinos till they are 
taken over by the Cancelled Note Vault authorities. A peon of tlie 
Hrnneli will help the clerk in supervising the workmen and will also keep 
ppi-ird over the punche«l notes. Notes of higher denominations than 
.. lO will be cut in the preseiiee of the Cancelled Note Vault cl-’ 
iiy whom the punched out portions will he received and he will super'* 



336 


898-0-899] 


OUTSIDE AUDIT, ITO. 


[CnAp, 46. 


tlift puuchin" In the ease of notes of Re. 1, Rs 2-8, Rs 5 and Rs. 10 
denoiuinatioijs, a portion from the top and not necessarily the left- 
hand immbers may be cut off After the top numbers are cut off, the 
bundles should be arranged in piles, separately for each denomination 
Tlie portions cut off from notes of Re, 1, Rs. 2-8, Rs 5 and Rs. 10 
denominations will be put into entire bags and sealed in the presence of 
the veiifying ofEcer with his oivn seal and made over to the Currency 
officer to be destroyed as soon after as possible, the remaining (inajorl 
portions being tian-'lericd in bundles to the Oaneellod Note Vault for 
destruction by burning after the receipt of the warrant referred to in 
Article 893-D. llacli of the voriliers should tlien enter m the Receipt 
Register the total pieces of notes, separatel.v for each denomination, 
which have been venhed in his group and under his supervibion, and 
inilial the entr 3 * The total of the several groups should be agreed with 
the total number of notes received in the morning for verification as 
recorded in the above register. 

898-D. When the total number of notes cancelled on any one day is 
completely verified, the verifying ofliccr nill compare the total entries 
under each denomination of notes in tlie Currency Office Cancelled Note 
Register with the figures of Verification Register above, and if the two 
ngiee, the verifying officer and the saperintendent or clerk in charge of 
the Currency Note Vault should initial the Caocolled Note Register 
(Form 1-14) in the columns respectively allotted to them. On completion 
of the verification of a day’s oanccUation-s, the verifying officer should 
prepare a warrant in Form I-I6 of the Currency Code, containing the 
particulars of tlic notes verified and send it direct to the Currency Officer, 
lie vill also make a montlily report to the Deputy Controller of the 
Currency of the forgeries. inist,akcs and irregularities detected in verifi- 
cation, Tlic items in the objection book which still remain to be cleared 
should also be included in the above warrant. If any cancellrrl note 
cannot, for any sufficient reason, be produced. »t may, nevertheless, he 
included in the verific.ation, provided that 

(a) a note of its absence is made on the fljleaf of the bundle under 

the vcrifj’ing officers initiahs, 

(b) the number ami value of tfie wanting note is included in the 

objection book, and 

(c) a statement of the number and value of the wanting note, 

together with the rca.sons for its non-production, is made on 
the next warrant and lairied forward m each successive 
repot t till tlie m-le is pro<luc'*d, the left-hand number la 
cut off and both dealt with as state<l in Article SDS-C. 

Korr — Defective notes, .tfler rsy-nent, .sre stamped liy the Currency O/Dcs 
with n “Paid ” slsmp and thev stionld, after verification, he stamped by th# 
%crifjinj; oCicer witti a “ V’erified ” stamp 

Verification of Mint Balances. 

£93. The verifiratinn of Mint balnnees is conducted annually by the 
ontsMe audit branehe<i of the Accountants General's offices in Calcutta 
nnd llombay, in ncconlnnce with Financial Resolution No. 2083, dated 
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14th October 1364, which also directed that the verification should take 
place when the .unount of bullion m the Mints is usually at the lowest. 

900. Mint balances consist of gold, silver, copper, bronze and 
nickel in various fnrnis .'ind stages of mamifaetnie, spiead over different 
departments, and al-^o new coins, and tlie primary object of the ^e^i- 
ficdtion is to aseertnin by actual tale or weigbmcnt of the whole, or a 
percentage of tliem in come cases, whether the balances m quantity as 
shown in the departmiTial reuisters arc forthcoming or reasonably ac- 
counted for, and whether the total ot the departmental balances makes 
up the value reported by the Mint to the Accountant General, Central 
Revenues, and the Controller of the Currency in Calcutta, or to the 
Accountant General and the Deputy Controller of the Currency in 
Bombay ; and any difforcnte found between the book and actual balance 
should tlierefore not only be slated, but made a .subject of enquiry, and 
the result reported to the Goveniment of India in the Finance Depart- 
ment 

901. The date of serification should as a rule be the last day of a 
month, but if any other date is fixed tn suit the convenience of the Mint, 
the balance of that date should be worked forward or baclavard to the 
last or fivist dov of the 'nontli lor the purpose of JM»r<tement with the 
balance sliomi in the monthly bullion account 

902. For tho purpose of verification, the Mint may be divided into 
three main dfipartments with bub-dlviiions — 

(1) Melting Department 

( 2 ) Meclianieal departments sub-divided into laminating, fine- 

rolling and cutting out, weighing and edging, annealing, 

> stamping, adj'u'-tmg and coin-ringing branches. 

(3) Bullion department, snb-divided into bullion stronghold and 

coin room or store department in the case of copper, bronze 
and nickel. 

903 Each of the above branches should present a slip to the s’crificr, 
Ehowiiig in tile and weight the b.slance that ought to he in hand on tho 
day of verification 

004. T!ie whole of the balance ot gold in all the departments should 
be passed through the scales 

905 The whole of the silver balance, with the exception of bullion 
and coins should be weighed. Coins in bjss should be examined in the 
manner described in Article 803, with reference to the verification of 
the Currency Resort c. Those packed and sealed in boxes should he 
seriiicd by cnuntin" the number of boxes, their v.alu'' being c.nlciilatcd 
from the recounized contents of rath A feu boxes selected at random 
should, hovevor, be opened, jnd one of them emptied out and the contents 
counted in detail. 

DOG In the cn=c of bullion ingots and bars, .i list of the parcels or 
bags with the registered •weight of each should be obtained from tho 
Accounts Br.mcli of the lilint. and at least four lakhs out of a balance not 
exceeding eighty Inkhs and kvx lakhs if the balance is larger should 
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passed through the scalps The bags or parcels of bullion not passed 
through the scales should be counted and identified bj* a comparison of 
the register number and -weight as entered on the labels they bear with 
the register nnnbor and weight recorded in the list above referred to 

907 Bullion being of diflferent touches or degrees of fineness, the 
value above and below standard, which is fixed at 91 66 fine, should be 
proved vvith refoience to the j\s'^y Pioduee Register in which the fine- 
ness of each parcel is attested ivith the Assay Master’s initials. The 
gross produce coUnnii in this register is not covered by the Assay Master’s 
initials, but worhed out by the Mint from the certified touch, and about 
10 per cent of the calculations should be tested by the verifier 

908 The quantity of bullion verified being thus converted into value 
by the liclp of the Assay Produce Register, the total value, including the 
balances of the melting and the mechanical departments, which are all 
standard, should, if the date of verification is other than the last day of 
a montli be worked >ip by anilit of the accounts to the balance of the last 
or fiiat day of the month, whichcvei is uioic convenient, and agreed with 
the monthly bullion report sent by the Mint to the Accountant General, 
Central Kevenues, or Accountant General. Bombay, in the case of 5Iint 
bullion, and with the monthly bullion report sent to the Controller of 
the Currency or the Deputy Controller of the Currency. Bombay, in the 
case of ourrenoy bullion. The number and date of the last Mint certi- 
ficate credited to date of verification should also be noted for companion 
with the last certificate of the same date realized by the Currency office 

909. The copper, bronze and nickel balances are verified on a 
different date from that of gold and silver in Calcutta, but there is no 
objection to their being verified at the same time as gold and silver, if 
it is convenient to the Mint. 

910. The number of slabs of copper should be ascertained, shipment 
by shipment, either by actual enumeration of the whole, or partly by 
calculation if the enumeration of the whole is likely to be attended with 
undue delay and inconvenience, and about 5 per cent, of the slabs should 
be passed through the scales and the weight of the whole arrived at 
approximately by calculation 

911. About 5 per cent, of the tin and zinc balances in store should 
similarly be pas.sed through the scales The whole of the bron/e balance 
in all the departments of the Mint, ivitb the exception of the ingots and 
coins, should be weighed. As regards the bronze ingots, a list of the 
parcels with their nspective weights should he obtained, a-s in the case 
of silver bullion from flic Mint, and 5 per cent, of the bars picked at 
random ‘.hould be p.'is'-ed tbrongh the scales, and the remaining parcels 
counted and identified by a comparison of the weight recorded on the 
labels they bear with that entered into the Mint accounts and the weight 
of the whole arrived at approximately by calculation. Coins packed and 
sealed in boxes may bo verified by counting the number of boxes and 
opemng and e.xainining one of them by tale. Coins in bags should be 
verified by taking a fev of the bass selected at random and weighing the 
rest roughly against them after emptjung out the hags. 

Note — T he procedure ns reRarda nerifieatioii of troaie and copper balances also 
applies to nichel balance. 
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912. In the case of bronze scissel and scraps, which, are partly in 
bags and in part tied up with string, weighment may be made without 
emptying the bags or untying thet bundles, provided the ascertained 
weight of the strings and bags is deducted^ from the gross weight. 

913. The quantity of bronze having been verified, should be converted 
into value at the average market rate, worked by the Mint, and agreed 
as in the case of gold and silver with the monthly copper and bronze 
store account rendered by the Mint. The bronze coins should be 
agreed with the cash account rendered to the Accountant General, Central 
Revenues. 

914 There should, as a lule, be very small balance of musters in 
the Assay OfBce, and being generally in the form of chlorides, etc, it is 
not verifiable ; it will he sufficient if the Assay Master's certificate for 
them is produced before the verifier. 

915 All points of difference being noted and expiai°cd, the result 
of the verification should be reported to the Controller of the Currency. 

916 Deleted 

Verification of Furniture in Residences of High Officials. 

917 The administration of the furniture funds of the official 
residences of the Heads of local Governments and other high officials, 
including the upkeep of a stock list and the purchase, repair and main- 
tenance of furniture, is usually conducted by the Military or Private 
Secretaries in the case of Governors, or, in the case of Chief Commis- 
sioners. Residents of the first class and Agents to the Governor General, 
by such other officer a.s may be charged with these duties under rules 
issued by the Government of India in the Home Department. In every 
second and fourth year of the incumbency of a Governor, etc , a special 
verification (and check of the stock list) should be made by a gazetted 
officer deputed by the Accountant General, and it should be arranged 
that this inspection is made at the same time as the Public "VTorks 
Divisional Officer in charge of the building inspects the furniture, and 
a joint report should be ni.sde by the two officers. 

1. In the case or thr resid^crs in Balnebiatan the audit inspections will be 
arranifL'd bv the Uircctor of Anny Audit. 

918. The Inspecting Officer should take with him all vouchers 
pertaining to the tepnira, renewals and purchases of the furniture be- 
longing to the resideneos, as well ns particulars of the sales or other 
disposals of furniture, as brought to account since the date of last in- 
spection. 

019 The object of the inspection b to see — 

(i) that all new supplies are correctly brought on to the inven- 
tories, 

(ti) that the inventories are correct in all respects, and 
(i'll) that the artieles In stock agree with the inventories. 

•See also Article 255 
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920 The Inspecting Officer &ho«W arrange to dkcuti'? 2ih portion 
of liip joint rcpon the officer cojMiucting the adtulnistratjon u£ tlie 

fntn ture fuml. before the report « sent to the latter officially by the 
Accountant Cencr.}} for expIanatioD anti remarks. 

020'A The Oo'crumcnt o£ India, in lodiistries and Labour Dox'art* 
ment {P W Blanch)- letter Ko B '.*>2— 44, dated the 31st iVIav 1927, 
a^s niodifiod by Jcf^cr No B-52 — 54. dated tlio 12fli September 1927, La^’C 
tleciilod that, in the first and last year of the period of office of a Viceroy 
or of a (’ommnntler-in-Oluef, a special inspection (nnd check of the stock 
list) of ibr furniture in ihc ViemgaJ rt‘sideoeei. and *' Snomlon” wU 
bo niflde by tiic Audit Department under the rules tii Articles 917 to 920. 
Similar mspeetion and check anil also be conducted once in every three 
year‘s, without icfprence to any particular year of the incumbency of the 
occupants, m jespect of the furniture m the rCsicltncEs of the Members of 
ilic Coxeinor General 's Etrcufii-e Conned in Simla This cheek niU be 
earned out by the Accountant Gimcral, Centrol Uevenues, who will meet 
the convenirnce of tlie MiUtnry Secretary to IIis Escellcncj' the Viceroy 
m the performance of the inspections of the furnitnrc m Viccr'Jpal resi- 
dences The Execntii’e Engineer in charge of the building, in tlio case 
of “ Snowdon ” end of the residences of Members of the Governor 
Genernl*8 Esecntivc Conned, and the Superintendent, Viceregal Estates, 
in the Cft'-e of Viecrrpnl residences. wiU inspect the furniture at the wme 
time the Audit Officer, and a joint report will be submitted by the 
two officers. 
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This 13^91 deals mainly with the rules In the several chapters and does not lully cover the rules In the 
appendices or the forms. It has been compiled solely fcr the purpose of references. Hoexpies* 
slon used In It should be considered as in any way Interpreting the rules. 

Articles. I Articlee. 

A I Accountant General — ccmtd. 


Accountant General— | 

Absence of — from headquarters I 

to bo intimated to the Auditor I 

General . . .28. Hoto 

Appeals against —'s Audit decisions 11 

Definition of — .... 5 

Duty of — in cases of arrears or 
other defects m the accounts of 
a Pubhc \Vorli:s Divisional 
o'See St8 

Duty of — to report cases of in* 
fnngement of any ono of the 
canons of financial propriety . 118 

Fmancialpoivorsof— . . . 10, Appt. 

3 

General duties of— ... 15 

Qia responsibility for maintenanes 
of Pro furmd accouati for all i 

commercial undertakings . . 141 i 

His responsibility for the form and | 

preparation of Pro /ormd accounts 143 | 

now sanctions to expenditure with* { 

out limit to be dealt with 

by— 123 

Is responsible for the whole work 

olhisoSice ... 21 

^*7 ^ant special pay for increas- 
ed work and responsibility. . 2t 

Hay grant special pay to a typist I 

employed as shorthand writer . 65 

Hay sanction loare on STCrSkga 
pay up to our months to As. 
sistant Accountants Oonoral . tj (a) 

Hay sanction, all kinds of leave to 
Assistant Accounts OSeers and 
make officiating appoint. 

tnents 37 (b) 

Uay sanction special pay to cer- 
tain clerks holding charge of a 

section GWA 

Kot to reverse, without reference j 

to Auditor General important i 

orders of his predecessors , . jO I 

Pocting and transfer of — . . 6 1 

Power of demand for books, papers, I 

etc., for conducting audit . . {69 I 


Poners of — in respect of changes 
m detailed heads . . . 179 

Powers of — in respect of sanc- 
tioning establishment m Civil 
Audit offices . . 41,App.3 

Powers of — > regarding appoint- 
ment and pro notion of persona 
on estabUshmsnt of Civil Audit 
office ..... 42 

Powers of — to sanction tho com- 
mutation of pension . . . 65>A 

PoucTS of — to purchase books 
and newspapers ... 89 

Powers of — to pnrefcaso priced 
ofhcinl pulhoations issued m 
India . . . • . 89>A. 

Poners of — to allow postings la 
accounts before audit of vou- 
chers of Treasury or Depart- 
mental Cash Accounts . . 133 

Powers of — to make suitable divi- 
sions of Qarettod Officers Audit 
Register .... 223 

Powers of — to relax post audit 
of establishment bills . • 303 

Powers of — to sanction leave to 

persons on hu establishma.it . 69 

Powers to Increase in special cases 
the prosenhod percentages (or 
eurreot renew of vouchors. . 211 

Powersof— to make exporimsats 
for reduction of cost of audit . 159 

Power to Issue nolioes to tho 
puhtie ..... 17 

Previous approval of — required 
for dostniction of roconls in tho 
Divisional office ... 642 

Procedure to be foilowed by — 
for amendment and interpre* 
tation of rules . . . ~ . 141 

Reference to Auditor General for 
eGectmg recovery of audit dis. 
allowances . . . 159 

Refcrenee bo Auditor Oensra! of 
doubts as to correctness of 
orders and sanctions . 109 Role 1 

Report to Finance Densrtraent 
by — of measures likely to Im- 
pair the efficiency of conduct 
of pubtiQ boaineas . . . 


119 
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Aeeountani General— 

Kequired to submit conhdcntiaJ 
reports, each year, on all Senior 
Accountanis, Accountants and 
Divisional Accountanla . 

Reajvansible to Auditor General 
forcfliciency of audit 
Responsibility of — in reaped of 
keeping expenditure aithsn 
budget grants 

Reslnction on the poaeri of — 

Sanction of the — required to re- 
funds of lalue of unclaimed 
currency notes creditfrd tt> 
Govemroerit 40dRu)e$ 

Should be consulted beforehand 
by local Go'emmente in doubt- 
ful cases t4 

Should promptly report to the 
Auditor Oeneral Riiscoadud of 
•ubordinate gatetted oSiceTB 43 

Stopping of payment of establish' 

jsent and eonringont bills fey— IS (A) 
Supply of informatma by — from i 

ibs accounts to Goveremerit 12 

7b help iti preparation of budget 13 

To determine accounts classifica- 
tion of receipts and eapendi- 
tsre OR public works transferred 
to tiiA administrative control 
of a department otb^r than 
Public Works Dapartnumt . CS8 

To keen and nse Cypher Ci>de lua* 
self . 86 

To see that rules and orders arc 
obeyed . ... IS 

When cUima to pensions to be 
dealt with by — iB (5) 

Will draw np a memorandam re- 
garding the working of bia office 20 

Sei alto Audit Officer. 

AcoouQtant Qeneraf, Cestral Reve- 
nnes — I 

Ris duty to maintain a record of 

all sanctioord 

by the Government oi India, 

Finance DepaTtment, from tbeir 

reserve . 200 Rule 1 

Responsible for the audit of tran- 
sactioQs connected with the 
Debt Redemption Scheme . , 420'B. : 

Should audit 'appropriations Sane* 
tioned from Government of 
India, Pinance Department, 

Reserve . . ,108 Rule 2 

AeeoDui of Interwl fcearfng secarf' 

ties 1 . . . ^ <e) 

Account o! Issues of Toch and Plant . 6S0» S90 
Account of Receipts of Tools and 

Plant S9t 


ArtltleSe 

Aeeounfs — 

And Statements — 

Arrangements of .Major and 

Slinor heads m — , . IBO 

Auditor Central is to be address- 
ed on all — matters . 8 

Classification of — . 1?0 

Exhibition of Public Works tran- 
sactions ID — , cstimoteg, re. 
ports, and statistics m separata 
eecttoBS for Central, Provin- 
cial, Reserved, Transferred, 
V'otedondN'on-TOfed 653, 654 

General exAzninafion of — of 
Divisiona} offices by Jnspecu 
>ng officers , 843 — 854 

Major, Elinor and Detailed heads 
delitied . . 17? 

Proceduio for compilation of 

Trcasmrj’ — info Departmental 
Alistracfs . 213 

Accounts of the Forest Depart- 
ment — 

Preparalion of the summary of 
revenue and expenditure of all 
Forest dinsions in the Audit 
i.ircle, and also of the Abstract . 709 

Adlustment— 

— of pay of a Gos-ernment ser- 
vant performing duties the 
eharges on wbeh fall under 
more than one head oi ac- 
count 182 W 

— of pay and sllowancea of a 
Covernment servant after trans. 

(er . . 182 (e) 

DeUih ot — to be recorded on ibe 

voucher by the auditor . 207 

See also Pensions, Leave-Salary 
Foreign service contnbutions. 

Advances. 

Adiuslment Register- 
All entnes in the — to be initialled 
bySoperintentfent . . 786, 78T 

Kote oj adjustment of objection- 
able items in the — . . . 785 

Advances— 

Adjustment of — to caretted 

officers in India, how ttirtue . 245—247 
Adjustment of pweage - - p-aated 
to Govemcoent seriontx sn 
Foreign Service . . . 416-A 

—of pay made in KngUr.d nob 
recoverable on the death of the 
officer ..... 253 

— to gasetted officer- made out 

of India How dealt with and 
adjusted In the Audit office . 250 

— to gasetted ofiieeia lu Eng- 
land ..... 24Se#s«g 


6% 63 
105 

202 

16—18 
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Article*. 

Advances — eenld 

Audit of — to gazetted ofGeen 
in India .... 245 

Audit of— 

Advances for lanr suits . 412 Rule 1 

House-building advances . 414 

Hiscellaneons Advuncea, Rcvo- 

nno Advances, Sanctioned 

loans 412 

Procedure to be adopted in cases 
in which recoveries of — cannot 
be made in India . . . 252 


Azticlei. 

Annaa] account of cemetery endow* 

ments 657 — 659 

Annua] Certlflcates of Balances . 593, 644 ' 
Annnal Statements — 

Preparation and submission of — 
of Expenditure on Public Worts 
Department norts . . . 663 

Approprlatlon(s] — 

Account of — . See Appropria- 
tion Accounts and the Report 
of the Audit Officer thereon — . 


Broadsheet of — Recoverable, 
posted by different auditors, 
each making his own entries . 607 Rule l| 
Drawn for Land Acquisition by 

Collectors, how adjusted . 407 

House-buiIding— 

To be noted m the Audit Regis- 
ter of gazetted officers . 246 

llotor car — to be noted m the 
Audit Register of gazetted 

officers 246 

Note of — to gazetted officers 
returning to India in the last 
pay eertitieates . . _ 249 

Penonal — of gazetted officers to 
be passed on by Treasury Audit 
Department in the same 
way as their pay bills . .204 Rule l| 

Remssion of a demand against 
the estate of a deceased mili- 
tary officer m respect of an— 
nt pay obtained when proceed- 
ing on leave . . 245 Rule I 

of house- 
building and motor car - to 
he noted m the last-pay certi- 
ficate of gazetted officers . , 246 

Unreeovered balance of house- 
buildmg and motor car — to an 
officer transferred to another 
Audit circle to be passed on to 
that circle through exchange 
accounts . . , 248 

Where and how recorded .412 — 419 

Advaaces Recoverable 

Items to be placed under— column __ 

in the Objection Boot . - 778 

Advices of Transfer Debit- 
Transmission of — in respect of 
remittances .... 

AUentUon of Govemmeal Land — 

Audit of sanction* to » • • 403 

MAQO 


Appropriation or re-appropna- 
tion not allowed after the ex- 
piry of the year . . . 199, 733 

Audit of — . . . . 200 

Audit of sanctions to — from Gov- 
ernment of India Reserve by 
the Accountant General, 

Central Revenues , 108 Rujs 2 

Its object 197 

Lapses after the close of the finan- ' 

cialyear 197 

Maintenance of a record by Ac- 
countant General, Contra! •, 

Revenues, of — sanctioned by 
the Government of India from 
Reserve ..... 200 Rule I 
t9l 
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194 

— til a *ejv»ralp register . 737 Role 2 
Removal of ol.jeetiuns relating lo— 733 

Required for refuiulv of revenue . 193 

ApproptlsUon Accounts and Report- 
Instructions for the preparation 
of— .... Appx. 16 
Qillcetionof matenals for — from 

Inspection Reports— . €65, 834, 889 

Selection of items for — from Ins- 
pection Reports on Diruional 
otfices and tresjuncs . . 665, 886 

Appropriation Audit— 

Arrangement for — when two or 
more divisions incur expen- 
diture relating to one unit «l 
nppropnation . . .6:2 (♦) 

Andit against sprcilic appro- 
priations of Divuional UUu.m 
out of a lumpsum, is iLmic by 

the Divuiona) AccouflUot i>j) H) 

Ituiel 


Not required for recoveries of ex* 
nenditure . .... 

Ofuocr resivuisihto for Matching 
progress of eijeudilure when 
several offioepi Incut exix'udi. 
tureagiinst lumpsum— . 

Bniimry and seiMivdatv units «f — . 

Record of uhjerti.ms relating lo 
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Appropriation Audit — contd. 

Audit of grants for Central 
Civil and Irrigation NYor^a 
under the audit control of 
Controllers of llilitary 

Accounts . . • > 202 

Rule 3 

Responsibility of the IVorlrs 
Audit Department for — Of 
Fublio WorlU expenditure 622 

When the grant for Civil ex- 
penditure of the Central 
Government is spread over 
more than one audit circle 202 (») 

Rule 2 

Appropriation for Reduction or 
Avoidance ol Debt — 

Responsibility for the audit of 
transactions connected with — 
rests vith the Accountant 
General. Central Bevenuea . 420-B. 

ArbUraflon— 

Rules applicable to Govemment 

ierranta m respect ol — . 36 

Arreacs— 

— and advance bills of estsb* 
lishment— 

Audit of — .... 298 

Report OB — to the Auditor 

General 99 

Condition of Gazetted OfBccrs’ 
revieir to be mentioned in the 
Artear report .... 218,637 

Asslstani Accounts Olllcers— 

Leave appbcatwns to be dis- 
posed of by Heads of Civil 
Audit offices . . . . 27 (b) 

liable for eem'co anysvhere ia 
India and Burma . . .21 Rule 1 

Posting and transfer of — . 6 

Promotion of members of Sub- 
ordmate Accounts Service to 
the rant of — . re- 
gulated and by whom made . 61 

Asti tsnt Accountant General — 

Leav« on average pay up to 
four months can bo granted 
by the Head of the Civil 
Audit office . . . . 27(») 

Attachment of pay and aIlow« 
ances — 

‘ — -of an officer of tho General 
List of the Indian Audit 
Department to be immo- 
diatpjy . reported to tho 
Auditor General , . . 8 

! Latent to which pcnniaaitle , 35, 78 


Audit- 

Accountant Gcrrml’s power to 
rer^uiro submission of booh", 
papers, etc , for conduct- 
ing f69 

Accounts of non-Covemment 

Institutions .... 139, 140 
Accounts of Ismail Cbm Depfits . &C6 

Advances — 

Advances for cost price of 

opium, Ganja . . , 413 

Advances for law suits .412 Rule 1 
bfisccllancous Advances, Ad- 
vances Recoverable, sanc- 
tioned loans . . . . 412 

Annual Account of Cemetery 

Endowments .... 657 

Annual certificates of Balances, 

(Public Works) ... 664 

Appropnation — of etpen- 

diiture shemm in Divisional 
Accounts .... 622, 668 
Arrangement for post ~ of 
Pay, ' TraveUme Allowanco 
and Contingent bills of Audit 
office . . , , , 67 

Arrangement for — of differ- 


ent classes of expeeffiture 
in the Public Works Divi. 
siona) accounts 

618 

Arrear and Advance bills of 
establishments 

298 

Audit Instructions . . . 

165,166 

Audit Humber 

221 (b) 

Audit Objections Power to 

waive 

168 

— when the grants for Civil 
expenditure of the Central 
Government are spread over 
more than one audit 

200, Rule 
2 


Auditor General to bo address- 
edmsll — matten ... 9 

Bonk doily sheet . . . 498 

Borrowings (Loans) by local 
Govertimetits .... 143, 426 
Outh Accounts of Forest Officers , 697 

Charges ol Forest Officers. 

Audit with reference to sanc- 
tions and appropriations . . 699 

Cfaantable Endowments. 

Audit of the accounts of the 
Treasurer . . . 889 Bole 1 

Completion of audit of Divi- 
sional accounts . . . 630 

Contingent Charges— 

Application of rules in tho Chap- 
ter on Contingent Audit . , 807 

Budget cheek over. — through 
eonsoUdated Abstracts . . 315(b)fl) 

OaoMPication of Contingent 

chirnges . ... 308 . 
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Article*. 

Acdlt— «nfi. 

o! Countersigned contiogeneie*— 


*(tcf payment . . . 314 

before payment . . . 317 

of fuIly-TOuched contingeneici . SIB 

Contract Oonttngcncica — 

Details — required for pro. 

pet claMifieation of 

charget only to bo fur- 
nished .... 8il 

Oonnlersigned Contingenciet — . 

Details not entered in the 
Audit Register . . . SIS 

Examination of Abstract 

DiU SIS 

Examination of monlUly 
det^ed countersigned 

bill 316 

roTjn of Audit itegistet . 312 

Record of audit order in the 

detvled eountenigned bill 
and adjustment in the 
Objection Book . . 316 (d) 

8calo<regulated contingencies . 8(2 

Forest Department cootln. 

gent bill , . • . . 8IS (6) 2 

Gt 


Note of Special ebarges and 
Travelling AUowanceSa ete.. 
in ordinary audit registers 
.Jso . . 813 Note 1 

Opening of nesr register . 813 (d) (8) 

Procedure of • . . 8(3 

Contraetors' Accounts . S92 

Contiaetora’ bills . . • 671. 672 

Cost of audit! ezpenments 

may bo made for its reduo* 
tion ..... 163 

Curreney accounts . . , 880 

Current review of — of Tree- 
lury accounts .... 209—2(2 
Current review of “ o( Slontb* 
ly Divisional Accounts— 

(1) by a member of the 

superintendingstall . . 523, 524 

(2) by Gazetted Officer . . 625 — 529 

Departmental Cosh Accounts . 602 

Disallowances .... 230 

Discountonstamps . . . 4(0 

Divisional Accounts, Procc- 

dure of audit .... 6(9—621 
Divisional Accountants’ preli- 

minary — check over all 
transactions • • • • 8(5 
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Articles. 

AndK— 

Enfacement on Vouchers and 
Schedules — 

Form 207, 673 

Objeet 207 Rule 1 

When not necessary . . .207 Rule 2 

Estabhshment — procedure . . 205, 296, 

20ii, 208 

Expenditure — . . .iZSettej. 

Field works in ebargo of tho 
Pubfio Works Department . 655 

Final passing of Divuiooal 
Accounts in — . 670 

Fines .... 427 

ForeignSeriieoeontributlons , 428 

Fores V— 

Divisional Forest Officers’ 

Accounts .... 700, 701 
Forest establishment charges , 702 

Forest Hemittanees . . . 703, 704 

Form of — Register for 
works and conservancy 
charges .... 700 

fHmiture in residences of 
High Officials, Functions of 
Audit m respect of grant and 

account 265(b) 

Gatelted Officer’s pay bills . . 2l7efss4 

240 

General rules and principles 
of— Their scope and appli- 
cability .... 129RnJt 1 
Crant-in-aJd— 

— of the grant Itself . . . S06-C. 

—of expenditure by grantees from 

Krauts 806-F. 

Gratuities 841 

Kalf-yearlyRegisterofStoek . 644, 646 
Higher audit — Bpint In which 
to beconduoted . . . jSf 

Hoase-budding advances . , 414 

Incidence bf expenditure on — . 192>D 

Initial and other accounts of 
Divisional offices — at local 
inspections .... 516 

Interest payment — 

Division of — between the ' 

Audit Officer of Govern- 

ment and the Imperial Bank 
of India .... 850 

Duties of the Accountant 
General m respect of . . 351 

Its higher functions . , .li9eiteq. 

U»nuond’iire .... 107 

Land acquisition vouchers . , 575 

Land acquisition charges , 536—588 

Leave Salanes of gazetted 

officers 218 

I«eal audit of certain accounts 
at the time of inspection of 
, Divisional office , . , 851 
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ArUeI«a> 

AodJ{ — eenid. 

Manufacture and other opera- 
tions, Procedure regarding — 
of charges on , . B85 

Miscellaneous Adrances (other 

than Pubho Works) . 412 

Miscellaneous Public Works 

Advances .... 626 

Miscellaneous payments — 

Audit to see that there ts 
sufBcient voucher and aufS- 
cicnt a'cA'aoTiYy ioi each 
pa5Trent . . . 4M 

Monthly Account (P W D ) . 668— -670 

Observance of — check m I 

spirit and not in the letter 134 

Outside — and local audit 889 

Payments to persons proceed- 
ing to a Pasteur Institute . 416 

Pensions — See Pensions 
Percentage of diflcrent classes 
of Touchers to be checked 
m— . *35' 

Periodical contingent charges 319 

Permanent advances 417, 419 I 

pMSidency (Pre-audit)— 

Brass token Its utiiitv, j 

issue and daily and month- 
ly Tenfication . .477 Rule 1 

Jluty of reheved ofBcers to I 

send ,to Audit Office spect- I 

men signature of relieving 
officers. . 479 Note! 

How conducted . 478 —4 80 

Specimen signature of draw. 

, xng officers required . . 479 

Procedure of — of Treasury 

accounts . . . 206—208 

Pro forma accounts, their 
xnamtenance and audit . , 142 etaey 

Pubhc Works Divisional 
accounts — by IPorks Audit 
Department .... 515 

Pubhc Works Keceipts — to 
be conducted mainly with 
reference to financial rules of 
the local Goveminent . . 629 

PuWit Works ?«Rvevpts, "LocaV 

test audit of . . . 631 

Pubhc Works Receipts Re- 
funds and adjustment . . 639 — 640 

Pubhc Works Remittacces . . OOlctsej 

Bates for work done and 

Supphes ..... *32 

Receipts General duties of 
the Accountant General » 
respect of .... 421,422 

Receipts Nature of audit . . *37,105-A 

Receipts Object of — . . 63* 

Refunds (Treasury Audit) . . 409 

Register of Tools and Plant . . 646,647 


Articles. 

Aodlf — eonld. 

Relaxation of post audit of 
establishment biUs may be 
allowed by Accountants 

General ..... 302 

Repayment of deposits , . 357 

Besponsibihty of Audit office for 

higher audit . . . 149 

Responsibility of Audit for 
apphcation of recruitment 

rules ... . 262 

Results of audit — 

Communication to the Forest 

Officer ... 712 

Report of — to disbursing 
and controlling authorities . 155 

tlitq. 

P-evenue Advances . . 412 

Review of — of Divisional 

Accountants . . . 855 

Right to investigate balances of 
Stores . 1S5 

Sale proceeds of stamps and 

of excise opium . . . 424 

Sanctions to alienation of 

Government land . . 408 

Sanctions to contracts Dc- . 

tailed audit against onginal 
sanctions to expenditure, in 
certain coses . . . 660 

Sanctions to expenditure accorded 
by the .Auditor General . 127«A« 

Sanctions to expenditure Chal- 
lenge irt — .... 125 (U) 

Sanitary Engineen’ fees . . > 426 

Schedule Dockets . . . 866,667, 

676 

Schedule Dockets for percent- 
■ age recoveries . . . 577 

1 Schedule of Debits to Stock 

I and posting in the Works 

Audit Register . . . 585, 623 

I Schedule of Debits and Credits 
to Shscellaneous Heads of 

' Account (Pubhc Works) . . 641 

Schedule of Debits and Credits 

to Remittances, I* W.D . . BOi 

' Schedule of Deposits : Special 

I points requinng attention 

I in— ... 627 

' Scopie of audit applied to eus- 

, pense and balanced heads . 617 

Scope of audit of Supply Bills 
, and Remittance Transfer 

Receipts ..... 371 

Scrutiny of sanctions and orders 
I for the grant of additions to 

I pay and other special concea- 

■ Bions and allowances . . 125-A* 

[ Stamps : Examination and audit 

t of the accounts of ,. .. . 425 
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Artielf'f. 

Andit— comU. 

Stock Aecownt 82t 

Supplies from other depart- 
ment* — and *dju*tnient 

of charges for . 320 

Suspense \ceount Schedule* 

(Puhlio Works) for March B2I 

Tool* and Plant • Account of 

Issue* of 389 

Tool* and Plant ■ Account of 

Receipts of B9I 

Tools and Plant - of charge* 

for new supnlie* 874 

Trarelling allowance UUs — 

procedure . 39S, 8S5 

Voucher* ■ — of. Stt Voucher* 

Watch of recoeeric* of Cot- 

emment due* 422 

Works and ConKrTanc7 
Charges Ijnng outside tho 
powers of Dieiiional Forest 
Officers .... 700 

Work* Audit Department. 
Responsible for appropna- 
tion ^ ... 823 

Works done by Dinsional 
Officers for other dirtsion* 

Certidcate of<~-to bo fur- 
nuhed ia respect of orlgiosl 
items of cost . . 614,815 

Work* expenditure— 

Deposit works .... 679 

Goremment works . . . 876 

Takavi works .... 683 — 684 
-Works Expenditure for Jlarch. 
Submission of annual works 
accounts balances to Audit 
office ..... 693 

Audit Decisions — 

Appeal* against ... 11 

Audit Depattment — 


Audit Instructions— 

J Issued by the Auditor General . 165 

Orders to be included m— . . 166 

Audit Manuals — 

Local rule* to be incorporated 
in — of Accountants Gene- 
ral'soffices .... 167,168 

Audit Memoranda, halt-margins— 
Communication of Audit Objec- 
tions to offices responsible, 
through printed — . . • 769 


Audit Mole— 

Distinction lietwrrn Objection 
fitalement and — , . 739 

Slaintcnaneo m the Works Audit 
Section of a Register to 
watch prompt disposal of 
Objection Statement and — . 755 

Koting m the Objection Book 
of certain objections entered 

‘ft— ,743 

Records of remarks and observ. 
ations m tho — separately for 
the Disislonal Accountant and 
thedubursingodicer . . 742 

Result of audit of DiTisionol 
Accounts to bo intimated to 
the Dirisionat Officer ttirough 
— and Objection State- 
ment . . 670 Rul* 1,739 

Audit office — 

Accountant Ccncral’i power to 
make small experiments for 
reduction of cost of audit . . 183 

Co-ordination of the— mth' 

Finance Department. . , 164 

Distributionof work in— . , 24 

Eiammalion and reeiew by 
Utgber Audit Section of tM 
organisation and work of— . 153 

ZIigMr Audit Section 1 
Work and responsibility of 

— 150 

Issue to other Audit Officers of 
Authority for Parent . , 79*A. 

IVocedure of audit of grants-in- 
aidin— .... S06-L. 

Responsibility of — for higher 

audit function* . . . 149 

Re*ponaibility of — for assist- 
ing the Legislature . . . 149 

Should be ready to deal with 
■tatements as soon aa 

received ..... 208 

Audit Officer- 

Duty of — to see that other Be. 
partments consult Finance Do- 
partment before issuing orders . 110 

Higher Audit Section ■ Report 
on work of, to the Auditor 
General ..... 154 

Power . to waivo audit objeo- 

tions ..... 15(e),l£3 
Should audit sanctions and order* 

■ of authorities lower than the 
Government of India . . 109 

Supply of specimen signatures to 

Treasury Officers . . . 79-B, 

Ste aUo Accountant General. 
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Articles 

An^tors— ! 

DvitiCS of — oMduvn}; bjlLs ol 

gazetted oilicer^ 284^235 

Duties of — in ouditing cstab* 

hslimcnt bills 201 

Duties cf — in auditing Public 

WorVa Accounts bl8, S20, 602 

Doties of — in respect of interest . 

, audit . 351,252 ' 

Duties of — in respect of pension 

audit . . . 349 

Responsibility in respect ol Public 
Works Objection B^k 756 ‘ 

Auditor Ceottal— 

Absence from headquarters ol 
Accountants General to be loti* j 

mated to — 26 Hotfr 1 

Accountant Gcneeal's eircuian to i 

be submitted to — 84 

All comnmnicabona alTccting ad> 
miniatratioR of the Defortment 
to bo oddrtsscd to — . 7 

Audit Instructions issued by— . 165 

— IS the Bnal authority to- decide 
a question insoUing lie ela^el* 
fication of a charge • 182 (b>, Note 

Can elian^ Leadquartets of his 
oSicen • • ■ 23 

Can eanctioa « eeaployowcit oi 

pensioners .... 66 

Doubts OS to continuance of any 
orders issued bcfoco the Deforms 
to be referred to the — . . 166 

Final audit autlmiity an India 11 

Financial powers of the — . . 3 

Functions of the ~ . . .1, App. 1 

Hslf-ycarly return of gazetted 
oEGceca at the lodioa Audit 
Deportmeut to be submitted to 
the— . ... 244 

Important orders of an Account- 
ant General not to be teeased by 
his eucccssor without tc-fcr«tie« 
to— ... . 16 

Powers of — in respect of estab- 
lishment to Civil Audit ofE.ces 41 

Power of — to sanction the com- 
mutation of pension . . . 66"A 

Powera of ~ to sanction addi 
tional pennon under Article 
476A. C S R , .36, Note 

Power oi th« — to wnetid Mid 
revise rule* in this 

Code .... Preface, para. 7 


Andlicr General — eontd 

Reference by .^crountant* CcTie- 
ral to — for rlltcting recoveries 
of audit disallowances 

Articles. 

ISS 

Refetenctfs on audit and account 
matters should be made to — 

9 

Reference to — b3- Accountants 

General for nsiving referrnce 

to the bccrctary of Stale 721 HqIb 1 

Report cf failure of oudit should be 
submitted to — 

e3-A 

Responsibility for efficiency of 
audit of expenditure m India 
from revenues of India 

105 

Ganctions to expenditutc accorded 
by (be — v>ill be audited by the 
Officer notninsied by the Cover- 
Bor General ut Couacit 

I27-A 

Submission of new schemes of 
audit to Ibc — 

iS3 

Submission of proposals for ren* 
SiOR of Audit office establishment 


To bo irccly tonsultcd in regard 
to iinixirtant ini estimations 

and fully loformed of (hetr 
results ... 

154 

When to bo approached by Ac- 
countant General for nmoral of 
objections 

14 

Auditor Ceaeral’s Rules 

i 

Audit ObJtofloBs — 

Set Objections 

Audit Register ot Gazetted Officers' 
paya&d sljowasees— 

Appoiotoicnts of cazetted officers 
and not names of officers should 
be tha beads of — when they are 
paid by fixed aUowances and 
held as » collateral chargo . 222 Rule i 

Caro to he taken in entenne new 
Dontca or ru lateoducing old ones 
lutho — .... 

228 

Charge certificate to be noted 
»n the— immcdisteljr on 

233 

Qieclc of entries in the new-— 
by the Gazetted Officer m 
charge 

227 

Ihvmon ot — according to classes 
of officfW under the Accountant 
General's audit control . • 

223 
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Aadlt n«:lster ol Gitetted OtH* 
c«r$* piy »nd tllowsncei— cotnO. 

Entnrt to be made In money 
column of — wlirn r gatctled 
oCictr taVc« » I&st-pay or learc- 
(alary certificate 
Entries to lie made 
column of — when 
u appointed to 
another . . 

Enisling arranpemenl of— ilioold 
not DC deviated from vithoot 
the Orders of the Accountant 
General ..... 

Gazetted officers ol other Pro- 
sinccs drawing pay at certam 
stations only once or lelula 
on leave in India 'Register 

for 22t. Rnia 1 

Grois amount of pay bills to bo 
posted in the— . . 240 

House-buitding advances and 
advances for motor cars, 
etc , should bo noted ict 

the— . . . . 2I« 

now orders are to U> noted in 
the— .... 230 Rnl«2 

Its forms and auh.diTisions . . 23t 

Limitation of appointment should 
bo stated m the noto of 
the order in the . . 230 Ral0 3 

Names of otTicers <o l>o entered 
in the — atphalctieally . . 223 

Note of narticulare of vouchers 
or icheuulcs in the — . . 207 

Kotc of Gazette notifications in 
the— . . . . 230 

Kotes to be made in the — on 
receipt of orders of leave or 

transfer 235—237 

Notes to bo made in the— on 
receipt of orders of temporary 
grade promotioa for a term al- 
ready expired .... 234 

Noto to be made in the money 
column of — when one item of 
deduction varies without altera- 
tion of emoluments or other 
deductions . . . 233 RdIc 1 

Notes to be made in the — when 
the rates of deduction alter or 
when a gazetted officer reverts 
without a new order to his for- 
mer scale of pay . . . 233 

Notes to bo made in the— m 

auditing pay hills of gazetted 

officers . ... 240 

Opening of new Registers . . 224 — ^227 

Outstanding objections to be 

brought forward m the new— 220 


Articles. 

APdIt Register of Cazelted Officers* 
pay and jJJowancfs— rcjify. 

Ited inL line to be drawn across tho 
•pace for noto and orders, etc. 
in — after the close of each 
jrar .... MO Role 4 
Supennlendent’e duty to sec that 
all gazette notifications arc noted 
in tho— .... 230 

Thin tough paper to be p.-uted over 
spaces m — for note of orders, 
etc , when such space is ex- 
hausted 239 

Unexpirvd orders must be brought 
forward in tho new — . , 22S 

Aodll Register of eosUngeneles — 

Expenditure against account of 
Appropriation for tho whole Pro- 
Tince need not hi entered la 
fho— .... 515(l>)fl) 

romsoftbc— .... St3(a) 

S15(b) 

Note sf refunds in cash in tho — 315. Note 2 
Torest Pepcrtiuent contingent bills 
need not be postedm tho— . 816 (b)(2) 

Audit Reglsttr of Establishment- 
Arrangement m tho — for audit of 
cstabhsliinent pay bills . ■ 291 

Grant of l<iMonai allowance or 
atopp-sge of increments of a 
member of an eitaUishment to 
be noted in the fly leaf of the — ,295 Rule 1 
ITow opened .... 292,293 

Audit Register of Pensions — 

St« Pensions. 

Audit Register of Travelling allowances— 

«?re Travelling allowances. 

Audit Register of Works— 

Bet Works Audit Register. 

AsdltRollDgs— 

— by the Auditor General . . 165 

Authority for payment — 

^oeedure for the issue of — by 
Audit Officers .... 70-A 

Supply of apccunen eignaturea to 

Treasury Officers . . . 79-B 

B. 

Bank Account — 

Adjustment of net difference 
between the credits and debits in 
the Daily Bank Sheet , , EOO 


IKDCS. 


Article*. 


229 

in money 
an officer 
officiate for 

22^A 
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Bank Account — eontd. 


Audit of — 

Dank Daily sheet, submission to 
Accountant General 
llonthly Classified Abstract of — 


Old bills list : Preparation of . 


Bengal and Madras Service Family 
Pension Fund— 

Accounts maintained by A. G, 
Bengal adjustment of subscriptions 
Bubscnptions in other ptovinccs to 
be passed on to A 0., Bengal 
through Exchange Account • 


Responsibihty for correct deduc- 


eountant Genera's duties , the 
form of the account and the 
mode of adjustment 


Audit of— 

Its aeope .... 

Bill Clieoker .... 

Cheek of Issue lists 
Check of paid lists 
Foreign bills — 

Check of parents . 

Consolidated Issue List of — 
to Accountant General con* 
cemed .... 
Coirection of errors m CoD- 
Eolidated Issue List 
DiSeience between local and 
foreign bills in respect of 
Audit ... .3' 

Lapsing of bills, then credit to 
Govemment and subsequent 
repayment .... 
Treatment in accounts of the 
amount of — issued and paid 
Treatment of cancelled bills 


Lapsed bills— 

Lapsed bills to be credited 
to Government 

List of unpaid bills in the old 
bills lists to be sent to each 
treasury for verification and 

Kote of payment of lapsed 
bills .... 

Mihtary Treasury chest — 

Check of issue and paid lists 


I’enfication of outstanding 
fMihtary) — 'bv Accoant 

Current Section . . , 


Payments — 

Agreement sheet of monthly pay* 
ments .... 
Broadsheet of local bills 
Check of posting of payments • 
Monthly agreement of broad* 
sheet with Detail Book 
Posting of schedule of paid bills in 
issue lists 

Separate files for issue lists of — 
and printing of old bills list 
Term — defined . 


Responsibility for correct deduction 
of subscnptions ; the Accountant 
General's duties : the form of the 
account and the mode of adj'ust* 
ment . . , , , 


Books and Newspapers — 

Powers of Accountant General to 
purchase . . 


Broadsheets— 

Audit-Code Fonas 


Budget- 

Accountant General to help in the 
preparation of — . . 

Procedure . 


BuUdJogs and Lands — 

Bents of — See Rents of Buildings, 
Mouse Rent 
Sole proceeds of — 


Canons of Financial Propriety — 

Canon 2 — 

Test for productive works for 

purposes of — . . 148 (5) 

How disregard of — to be dealt 

with . . . . 125 (Iv) 

Report of rules, etc , infringing 

anyoneofthe — ■ , . . 118 


Card Index — 

ilaintenance of alphabetical — of 
all serious financial irregularities 
against the name of each Gov- 
ernment servant responsible 


Cash Book — 

' — of 1) visional offices how to bo 
ihecked by Inspecting officer 
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Article. 

Cemetery Endowments— 

Adjustment of intfrr*t on — 6t3 

Croadsliret of monttJy receipts on 
account of — 842, 643 

Qicck of t)ie annual acconnts of - 

from (he tirosd sheet 642 

rreparation and suhinission of 
Convilidated Account of — 658 

Centrt! and ProTlnelal— 

Distribution of fieed eharpes t»et- 
treen— . . . . leO Rule 1 

Central, Prorlnelaf. Resened, Trans- 
ferred, Voted and Non-roted— 

Exhibition of r. W transactions 
in separate sections — 653,654 

CertICeato of Andit— 

To be furnished in respect of ori- 
pnal items reiirescnting cost of 
vorks done by one dirtsion for 
another .... 6(4,616 

Cliar{«(s)— 

fixed distribution of— between 
Central and rrarincial or two or 
more flajor heads to bo made 
once a year. . . . 180 Role 1 

Itecorery of outstanding — 

Documents through which to b« 
watched .... 633 

Transferof — of office , . <19, 20 

Charge Certifleate — 

To bo pasted in a separate 

file . ... 238 

To be immediately noted in the 
Audit Register of gaiettcd 
officers ..... 238 

To be shown to the poster of His- 
tory of Scrrices . , . 238 

To be shown to the poster of 
the Register of Permanent 
Advances .... 238 

' Charitable Endowments — 

Audit of the acconnts of the 
Treasurer . . . 889 Rule 1 

Check Number Book — 

Maintenance of — for watching 
issues, return and disposal of 
audit memoranda and half- 
margins 769 

Check Register of outstanding pre- 
audit cheques — 

Accountant General’s — . . 490 


Articles. 

Cheques— 

llow—for payment of preaudit 

tnlls wntirn and signed . 481 

Itsueofduphealraof lost — . 431 Rule 2 

rrr-aiidit Pay Department not to 
base access to paid pro-audit— 488 Rule 1 
rreparation of hit of outstanding 
pre-audit — and its agreement 
with (lie ledger balanco . . 489 

Stopping of long outstand- 
lag— .... 489 Rule 1 

Submission by the Bank to tbo 
Audit office of daily echedulo of 
pr«-audit— paid • . . 488 

Cheque and Bin forms — 

Oistody and account of — in Audit 

offices 85 

Pnnting and supply of— . 85 Rules 1—S 

Circular ietlers— 

Draft — of Accountants General 
to be approved by tbo Auditor 
General m eono ease* . . 84 

Forme, tireand arrangeuirnt of- 84RaIt 1 
Istuo of — by Accountants General 
to bo reetneted ... 84 

To be eubmitted to tbo Auditor 
General and the Controller of the 
Currency .... * 84 

CIvO Account — 

Incorporation of the Forest Officers’ 
transaetiont in the — of the eame 
month to which they relate . 711 

Ko Divisional Account to be omit- 
ted froi^ the — of the month with- 
out Accountant General’s ap- 
proval ..... 630 

Civil Audit Office- 
Appointments and promotions of 

persons on establishment m — . 42 

Oonetitution of — ... 4 

Bevtaion of the portion of estabhsh- 
ment of a — paid by Provincial 
Local Fund .... 41 Rule 1 
Sanctions and revision of establish- 

mentin — .... 41 

Civil Ust— 

Kttofs, etc , discovered id — to 
be reported to the authonty 
concerned .... 280 

Clasdfieatlon— 

Accounts — of revenue jnd expendi- 
ture on Public Works transferred 
to the admimatrativo control of 
departments other than P. W. . 652 
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Clssslflcation- ctirud 
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Articles. 


Accounts— Genera! pnnciples I 

of inciiJcrrce of rliargcs 

Bonus fharges for Oovemment ! 

eerronts uho were employed j 

on bonus terms ontl hare 1 

eerred under ntore than one 
Covpramcnl 193 — B 

Osninbutioaa to (oca! bodies l6l (8) 
Cost of surrey and otherscientific 
parties accompanying mililar'y 
expeditions , 181 (2J 

Grants of lands and abcnations id2 C. 

Land taken up by acquisition I8l (5) 

Pay and allowances . 183,193 

Pensions 100 — IflI-c 

Protection of Bsilnay bridges . 181(7) 

Sale proceeds of land and tnidd- 
inp - . 181 (8) 

TtareUing allow ences • 184 — 188 

Cljpcl> of — of vouchers, cto . to bo 

potted 10 Uassi&cd Abstract 47f. SI4 

Motes 

Classifiestion in Public accounts — 

Uat closer refmneo to the depart- 
nicnt in which tho r«renud 
or otpcodiciirc occurs than to 
object of revenue or «x> 
pendilota . 181 (1) 

—of Cud Works expenditure . 18i»A 
Classiliration of contributions ro* 
ccircd feom Local Bodies . 181 (8) 

Correct of transactions to bo 

noted oa each paged tho Audit 
Registers . . . 307 Role 8 

— of expenditure on petty eojistmc* 
tton and repairs 181 -A Mete 

Detoikd heads — 

Grouping of — under a minor hfcad- 180 

Wider discretion of Accountant 

General 10 respect of — . 170 

"Duu-htful cttAM of — uhattld b« re- 
fenedtotbe Auditor Gene* 
ral ... 182(b},Kote 

In-idetice of the cost of training in 
England of probationer* appamt- 
cd to various AlModia Services 192-A 

Inddeuwofexpcndituxeon Audit 192»D 

Major. Minor and Eeiailed heads 
Preticribed — and uniiorouty of 
nomenclature essential - 177 

Minor heads — 

Cate to bo taken m omitting from 
any forms or statement , . 178 

Introduction o{ new heads 
requires Auditor General's 
sanction . . . 178 

Necessity for correct —of p W. 

Receipts 834 


Reaponsibihty for eorrect — lEO 

Rule 3 
2C3 Rule 1 
S23 (1) Rule a 


Clashed Abstract- 
Cash Account — 

— of Bank Account* . . 499 

— of Departmental Accounts . 803,503 

—of Forest Department . . 710 

~ of Small Com Depots . 508 

Itspostiflgftftcraudjtofvoucher* . 133 

Presidency— 

Daily Abstract of Major Head 
total* . 494 

Monthly closing . 495 

Posting . • . 493 

Rocistor of Deduction*. Posting 
of . ; 493 

To bo posted fiotn audit enfaecstent 

on voucher* . . 207 

Codes and Regulations — 

Corrections to — to be supplied, by 
AccountantaGein-ral , 93 

Suppty of -- to Gazetted OfEicers 
and AccounCaots ... 93 

Commercial Uoderiaktngs — 

Maintenance of F»»/ermd accounts 
for - . t44 

Commotaflon cf Pension — 

^portofi the oppboution fof — . 345*A 

Supply of a jncdical certificate vnth 

the application for— . 345-ANotA 

CotnpieiloB Reports— 

Verification and disposal of — . . 650 


Condact Roles — 

Apphcabibty of Covenunent »ct- 
vonta’^ — to Gazetted offieef* of 
the Indian Audit Department . 33 

Ditto to jnembetaoi the Auditoffice 
establishment . . 75 

Confidenlial Reports— 

Adverse comments in — should 
sometiHie* be mode tnoven to 
the officer* eoneeroed . 32 Role 1 

40 Rnls 1 

Deputy Accountant GenctaJ to 

aco the — . . . . 4S 

— OB members of A«'dit office cs- 

tabiusboient . .45 
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Coafld)QUil Rjparti— <onf4. 

— on olScrn of the Currctipj Do. 
partmpnt m Mulra^ nnd Hurma 
lA b« luliinidcd io Auditor 
Grncfal threupJt CunlroUpr »t 
the Currenev . 82 

RfgiUcfof.-'onS A S mpiiiobo 
with the Acoountanl Ocnpral 4C 

SulimiMion to l>ppuiy Arfountant 
Conerid of — of PiTuuonal Ac* 
rountanU by the ln»ro<.tir>g 
O/Sccf . . . . 881 

SubmiMion to the Auditor General 
of annual — on all Senior Ac* 
countanta, on th« All*lnd>a Uat 
and on cird aenlor Accountant* 
and AccaJnlanU recommended 
for fjiocU; promotion to the Gene- 
ral Lift 82. 83 

Submitsion to the Auditor General 
of — on gazetted ofScer* of the 
Indian Audit Department . . 82 

ConttrueUea Estimates of projects— 

Closing of— .... C5I 

Ceatlnjent Charges— 

Application ot Itulca in the Oiaptcr $07 
Audit of contract eontingenciea . 311 

Audit of rcriodicol cliargc* . , 810 

Audit ofaiaeial — rcituiang lane* 
tion of superior authonty . . 813 

Form of the Audit Itegistct of spe- 
cial charge* .... 813 

Koto of orden sanctioning special 
charges n the special Hcgi^ter . 313 

BJIs for articles purchased direct 
from firms in the United King- 
dom .... 321-A 

Budget check orer— through con- 
solidated Abstracts . 315(b)(1) 

OossiGcationot contingent eh&rges 308 

Audit of countersigned coutingen* 

after payment . . 314 

before payment . . . 817 

Audit of frtlly-vonched contingen. 

^«>es 318 

Details to bo furnished to Audit 8J1 

Establishment and — of the Ac- 
countant General's office should 
bo submitted for audit to his 
audit officer .... 67 

Scale-rcgulited contingencies . 312 

General natuio of audit to be appLed 

to — 310, 316 

r (C) 818 

Incideneo of — required for acqui- 
sition of land . . . 406 

Responsibility of heads of offices in 
respect of control . . . 310 

Supplies from other departments s 
Audit and adiustment of chueea 
for . . . , . 320 


Articles. 

Cootracls— 

Sanction to — for works, supplies, 
etc , to I« noted m I’arl III of the 
Works Audit I'cgisicr . 5Q0 

Contractors* Accounts— 

Audit of — . . . 592 

Clicek of ledger accounts of con- 
Iraefor* , . . . 593 (d) 

Ten per cent, of all First and Final 
bill* and other vouchers ot — (not 
Running Accounts Dills) to bo 
traced into the ledger . . 602 (C) 

Coatraetors* bills— 

Audit of— .... 571,672 
Coatilbutlonj— 

Adjustment of — Widows’, Orphans’ 
and Old Ago Pensions . . 45S-A 

Inndenc© of — to or from Pistrict 
Hoards, Mimicinahtics, etc. , 181 (6) 
locidcncc of Foreign ii.rv ICC— • 192 

Controller ot the Currency— 

Confidcntiol rcporls on' Cnretted 
oflicers of the C^rnney Popart* 
nient m Madras and Burma to bo 
submitted to the Auditor General 
through tlio— ... S3 

PoMcr* ot — in respect of Currency, 

Itcsourec and Budget . . 8 

ConlroniDg Offictr— • 

Responsibility of — for watching 

progress of expenditure . £C2 (d) 

CortScDoBj — 

—in the Pmsional Accounts how 

Toodo by Audit office . . 671 

Intimation of — m the Slonthly 
Account to the Divisional 
officer ..... 673 

Reports to Deputy Accountant 
General if the Monthly Account 
contains errors habitually • 672 Rule 3 

Correspondence — 

Rules for — to be observed in the 

Audit Department ... 79 

Should not ordinarily be corned on 
by an officer with an autbonty 
•upctioT to that under which he i* 

Imn cdiately serving . 39 

Currency Accounts — 

Monthly Audit of — , . . 890 

Currency Balances— 

Venficationof— . .891 d tq 
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Articles. 

Csngscy DepsfitasBt— 

ConfislentiaJ rcporta on £M«tt»d 
officers of the ~ lo Madras and 
Bucuta to be submitted to the 
Anditor Generaf through the 
Coatcolkr of the Currency . 32 

Curreacy Notes— 

Accountant GenmJ’s sanction 
required to refunds of ralue 
of unclaiincd — credited to 
OoveniR5«t . W9 Rafs 2 

Deputy Controller of the Currctiey 
required to luniish list of un. 
claimed — to be credited to Gor* 
eminent . 409Raf»2 

Cuneney Ru9i»c<s and Budget— 

The OontroUet of the Curr^ney 
exercises certain powers m respect 
of — . . 6 

Cjphet Code— 

Slioufd recBsm with, a&d he used 

hy. the Accoutttant General only . 3d 
Short Code for Cuntaey and Ac- 
counts offices not secret 86 

t> I 

Date cl birth— 

Alteration ts —of a auhordioate tn 
an Audit office , 73 

Month and date to be taketi for 
calculstinsr 65 years' eetmeo when 
exact— oCanofficeriB&otluiowo 283Note 


Debts — I 

Watch by Audit office of realisstion ■ 

of outstanding — due to Gov. ! 

eroment 632 : 

Documenfs— 

— through which clesraneo of out- 
standing charges to hewatched . 633 . 

DedOfiOons— 

Posting of Register of— 493 

Defalcatiora — 

Rejiorton — . . 159 

Defects — 

— US the working of an office to he 
lepoTted by the relieving officer . 20 

Delegatfoa — 

— under the Govemment of India 
Act of autfionty to the Govem- 
mentof India and local Corem- 

ments ..... 104 

Kecessity for careful acrutmy of — • 

cf Tinaucial powers . , . J 17 


Artiefcs. 


T^tpartBisBU} Abstrseis— 
tkpartmenta} CJastiScd Abstract . 48J, 482 
Departmental Consolidated Abstract 474-A 
Dednetiosa from payment vouchers 
how posted in — . 465, 463 

Bxointnatian of Departmental Classi* 

fied Abstract .... 473‘A 

Filtogof roHchere . 474 

Pfocedaroin posting , . 463 — 473 

Review of Consolidated Abstracts . 474^ 

Transfer Entries . . . 474-0 

Departaeatal AodJtOf— 

Distribution of work beCveeti tho 
— and 8ttb Anditor . , 204-B 

ftespoBsjbdity of Use — . , 204-A 

Departmental Cash Aceoants — 

Auditof — .... 602 

B^ances of — . . . , 60S 

Form of the General Statement of 
Account m the DsasiSed Aht* 
tract of — . M3 

Dapattmenfal Bevenns — 

Proeednrv in rtspect of eoBeclion 
in the Civil Department of im- 


fratios and sangation revenue .423l{afef 
Submissioo of moathly staiemeAU 
of — hy Accountants Geaeial 
to cootrolhng authorities . . 423 

Deposfis — 

Auditof re-poyioeB*»pf — . . SS7 

Clesrarice Register of . > , SM 

—of Local Funds . . . 867 — 369 

Lapse of — of the Appellate Branch 
of the Calcutta High Court .2S0 Rttf* I 
Penoaai — Auditof . , . ggS, 264 

Pint and mmKf Mezeorsndum of — 

Check of . . . 362 

Proof of posting of — 

Mo«thly posting of the proof 
sheet, its agreenieoi and 

yearly closing . , . 3h9 

Refund of lapses of — 

Check of — . . . . 361 

Registerofreccjptsof— - . S56 

8conag through columns in the Be- 
ceipts Register tar re-payment 
of— for months already passed . 236 Koto 
Statement of lapsei of — 

Its checkin the Audit office . . 360 

Sea also Deposits (P. W.) and De- 
posit worts. 
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Articlr*. 

Dtpotits (P. W.H- 

Auditof RcU-duWot-forMmh . 621. 627 
Kn<)uiry kliout driaj m adjuitmcnt 
dtlcct^d m rcTJcw of ~ . • 620 

ItcTicw and monciliation of ba- 
lancm under — . . . 6t0 

Special luinta requintip attention 

in audilinR Schedule of — . 627 

Deposit Works- 

Check of Part I of the Schedule 


679 


of — 

Clieck of Part II of the Scjirdule 

of— WS 

Note of closure of account of — 
la. the WorVa Audit Ucsjaltr , 691 

I*roTnpt ^e^(lcBtlon and dcapaleh 
of report of propreM of esi'cndi- 
ture on — to the adminiatrator 
ofthcvork .... 630 

Deputy Controller of the Currency — 

To fumnh liala of unclaimed Cur* 
rcncy Notes to l>o credited to 
Goremment . . . 409 Rot* S 

Detill Books— 

Check of entries m — with State- 
ment of Disbursers' .\eeouat . 614 

Exclusion from — of details of 
transactions relating to vorks of 
certain departments of the 
Central Qoremment . . 695 

Posting of monthly Dinsional Ac* 
counts in tho — . . . 678 

Registration of details in posting 
monthly dinaional accounts in 
tho— .... 679 


Detailed Countersigned Contingent 
Bills— 

Audit of— ..... 
Record of audit order on— and 
adjustment in tho Objection Book 
Disallowances .... 


816(d) 

158.220 


Disbursing Olliceis — 

Responsibility of — for watching 
progress of expcndituro . 
Dismissal, Discharge and Resignation— 


Article*. 

DiTftlona] Accountant— 

Administration of the estahlish. 

mrnt of — . . . . 638 

IVoposal for rerwion of pay of — 
to be submitted to the Auditor 
General . . . .41 Rule 2 

l(c«pon<ibiIily for practical train. 

Ing of — . , . . 639 

Itertcwof— ’• audit . . . B55 

Rcrlew of memorandum from — 
on bring rcliered of dirUional 
charge ..... 641 

Smitins’ of (he — 's work in the 
Audit olTice .... 529, 633 
Submission by Inspecting OlTiccrs 
of caoRiicaUal report* on. — to 
tho Deputy Accountant General 861 

To apply preliminary audit check 

to alt transactions . . . 615 

To check against any spcciOe ap- 
propnalion* made by Dieisionnl 
UOierr (0 subordinate disburs • 
ingorTieert . . . 202 (C) Rule 1 

To inspect suh.diTisional ofliuca . 855 

Dlrislenal Accounts- 
Approprislion audit of expenditure 
shown in the— ... 66S 

Arrangement for audit of dilTer* 
ent classes of expcndituro in 

the— 681 

Arrears and defects m — . Ac- 
countant General’s duty in ease 

of—. 640 

Audit of Monthly Account . 

Check of Cosh balance diminished. 

Certificate ami reports necessary in 
. support of the — for March , .6 
1 Corrections made by Audit office 
in the Monthly Accounts . 

Current IIcticw of audit of — by— 

(1) a member of the superintend- 
, ing stair .... 

• (2) Goretted Officers 

Nach debit item in the Monthly 
Account except in case of pay- 
. ments in cash and receipt of cash 

IB counterbalanced by ono or 

: more credit items 

' Examination of Schedules. Schedule 
' 'D oetetii. vouchers, etc., sent 


“ Oimiasid, Dixharac and Iltlignalim i, 

, -isMsdcatekwSds'thcrouiite^™^'' “““''“''8° " »ml Iko 
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District Auditor — 

Hib primary responsibility 


I>ivisiona] Oflico 
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Articles. 

DJTJsJoRsi Accpnnts— 

No — to be omstted (roni the Civil 
Account of the moRth nithout 

AccoiinUntGencra!’«apj'*ovhJ . E30 

- . 670 

Post revicwf of audit, cte . 63i — 5S7 

PostiiVJ of Receipts asvd Disburse- 
tficjiti! m tho Statenient ot Djs- 
butsers’ Accounts . 

Postins ol tbo — in the Delail 
Dook • • - V. 

Prehniinsry eiamiaatioaol Moaui- 
Jy — . 

Result of audit of — W be lotima- 
icd to t>'0 Ertisionai Officer m 
Audit note and Objection Skate- 
Blent - ■ 670HuIai 

Bwitiny ol credit iteias »n the 
Moatbly Account rcpresentlag 
sale-proceeds ol slortS or other 
property . ^ , 

SepMtto Statement ot Dubursers* 

Accouots fof tbo tVarka Aadit 

lectioa . ■ ' • 678 Rots 2 


078.679 

678.679 


665 


66T1M 


£ 


EIJ cnlaaif ott al PI**— 

Aecoant* of *11 tuaii conkro^ed by 
theGovammentolIodu . Ratal 

nttderRulaO— , 
AnnetQTa A Cbap. 20 I 
Trensaeijoas ol the Ptomtial IUatis 
rnad .... .426-AKola 

Cnorsla Accuunts— 

— in tho blonthly Acoooat, how to 

■^corrected . . . 671 

II frequent tho fact to be reported 

to Deputy AceounUnt Genera.1 .673 Role 1 
Intimation ol corrections to Dirl- 

Sionai Officer . . , 873 

Sslabllshment — 

Audit oSco— 

Is eabjeet to Coremwent screanta* 
condoctrtilcs . . 75 

Audit Register ol— - 

Arranjrement in tbc — lor au dit 
of catoblishmeat pay bills . 291 

Charges lor temporary — how eie- 
bited .... .300RDle2 

— of a Civil Audit offico- Appoint- 
ments and ptotnotions . . 62 

tacidenw of the cost ol — and eon- 
tingeat cfwvtgce for aequisitioa. ^ 
land ..... 406 

X'OTvers of Aceo'intantr Genoml «. 
gatiiing appointment and pro- 
motwift of persor# on tho — . 42 

Powers of Accountants General *nd 
Aud-tof Cencca,l in respect of —41 Aw - 8 


Articlds. 

EitabHshBiMl— eonfd. 

Ticcaution* against w-croploy- 

ment of iLsmis5cr{ men . . 45 

R*-«rtp5i3yment of dismissed Gov- 
ernment setvftnts by conccni. 

(sent of antecedents is punish- 
able by dismissid . . 45 

Revision of » portion ol — ol an 
Audit oflico boma by Provinciai 
Government ot Lbuii punda . AlRsiai 
Sanction and rcvuion nf — of a 
CiwJ Audit office ... 41 

Submission of proposals for revistoa 
of — to tbo Auditor General . 41 

Temporary— 

N'oto to be made m the Audit 
Beaister trbeo — is aanctiofl- 

ed 800 

IVTjen ebaigcs for ~ to be noted 
m the Aodvt Register . 300 Ruf* 3 

Test of qustifieatioa «1 tlerk* os 
first appoistmcnt ... 43 

EstablDbseBl Bills— 

Audit procedure ... 265 

Atnouat of— objected to should be 
entered 10 the Audit Reguter .S95Raie3 

EstsbtiibaeQt RstutQ— 

Check and record of — ia the Audit 
office . ... ZSS (bj, 239 

Comparison of — with previous 
year’s establishment book . 283 

list lor watchiog receipt and dis- 
posal of anntial — . > . 238 

Eslf tastes — 

jExoesses over — beW under ob- 
jection to bo taken into account 
so ascertaining total liabilities 
against project estimate . , 597 

Rxmbitioa of RubJe Works traosao- 
tions in occounU, — , reports, 
etc , In eeparate scctiojis for 
Central, Provmeial, Reserved, 
Transferred. Voted and Non- 

TOted 653,654 

Excesses over — how treated ia 

audit 648 

lapse of annnal mabteoance and 
repair— .... 648 

ScrtiUny of woeklag — lot a work 
Of project .... 647 

Tcchiucal sanction to working — 
of ft project not yet technically 
sanction^ but adamustrativoly 
approved .... -695 

EKanlaatloD — 

For promotion to Subonjinato Ac- 

eoufitw Service ... 49 

Of junior officers of the Indian 

Audit Dopartoisat , , .25, APp. 4 
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Exebanje— 

Stt lUte o( Ksekia^c. 

Exchange Aceonnt^ 

Debits nad credits relating to the 
Forest UcysrtTOcat la the la- 
vard— not ailjusted until InnS* 
actions first appear In the Forest 
Account . . . • 700 

Details to be furnished of credit* 
on account of Fund tubscrip* 
tion* . ' 400 

Transactions relating to PnLL'e 
Works Itemittanccs to be In- 
cludedin-^ , • . .OO-tRolelf 

605 Butel. 

600-011 

Bxpesdlttire — 

Accountant General's iMponslbi- 
htyfor — under “23.— Audit" 87 

Apportionment of — • on Sureep o* 

India bctwcoQ “30— Scientlfio 
Departments “ and “ 0.— Land 
Rereaue “ . . . • 18f (3) 

Asditof— . . . <128 ef«<9. 

Audit of — afterpayment . • 129 

Audit of— before payment • 128 

Audit of — agauut grants . .201 atsc^. 

Authority responsible for keep- 
ing— tnthin the grant . • 201 

Control over — under the major 
head “ 23. — ^Audit, " and Audi- 
torGenerarsiesponsibiLty • 87 

Control over — under the major 
bead "23. — Audit “i Snbmiasioa 
of monthly statements to the 
Auditor General . . • 88 

Charges in India for stores obtained 
from England should be treats 
as Indian — . , . -lOSRnlel 

— w b Go'ietnfiK'a psonaee. D^- 
tnbution between Reserved and 
Transferred explained in Accoun- 
tant General's Office Ulsnual * 176 

— subject to vote of Legislature . 173 

Dzeess or possible recess over grant 
under “23.— Audit" to bo re- 
ported to Auditor General • 87 

Tncidenceof — on Audit . * 193 D 

Includes— 

(а) refunds of revenue, and 

(б) working expenses . • 174 

Officer responsiblo for watching 

progress of — when several 
officers incur expenditure against 
a lump sum appropriation • 203(d) 

Procedure of audit of — which can- 
not be property audited In the 
Accountant General's office and 
for which local audit is not 
possible , . . 206,App.l3 


CxpsodltDr e—conf<f. 

Progress of— 

Responsibility of disbursing or 
controlLng enicera for watch- 
ing — .... 

Recovery of — to be watched 
through a register 
Sanctions ti^ 

Audit of — . . , 

Separate provision for — In India 
and England , 

Terms “ Voted " and “ Kon-voted 
defined ..... 
To bo audited at local inspections if 
possible .... 

Extract from Contraetors’ Ledger 


202 (d) 
127 
125 
195 
173 
200 
592 


Family- 

Incidence of passage money to — 
of European non-commissioned 
officer* or soldicts on their death 
in Civil employ ... 184 (g) 

Famine Rsllsf Fund- 
Preparation and disposal o! Ae* 
counts of the— , . . 147 

Foss— 

Accoptance of — by Government 
servants of and below the rank of 
Senior Accountant and Divi- 
sional Accountant for pnvate 
work ..... 74 

Acceptance of — by Gazetted 
officera of the Indian Audit De- 
partment .... SI 

Field Works— 

In charge of Public Works Depart- 
ment: Account and Audit pro- 
cedure should be prescribed by 
Accountant General . . 055 

Finance Department- 
Report to — of measures bkely to 
impair efficiency of the conduct 
ofbusiness .... 

Finance Department of local CoverU' 
msnts — 

Go ordination of the Audit office 
with — ..... 

Finances of India— 

Secretary of Slate and the 

tary of State in Council re*v/n- 

•ible for — . . ^2" 
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ArtielM. 

Flnanfilal irrajularJCles— 

MAintcnance of alphal>etical c&fd 
index of — Bgajnst tiie namea of 
tbe Go'eninjent BOirarila rc« 
poRBible . 735 

N’eed not be reported to the Auditor 
General unless his intervention 
u required 734 

I’.eport of indiTiduiU ewe* of 
senous — to the controlling 
aothonty ■ 733 

Itepon to Supcrinttn'Jing EnEUHfcr 
of important oftdaerioua — . 741(C) 

financial Powers of — 

— the Accountant Genera! 10. App 3 

■— the Auditor Ocners) . 3 

financial Rules and Orders— 

Accountant General should l>c eoa* 
suited hrst by local Government 
in doubtful cases 14 

Flaaoclal year— 
dose 


Articles. 

Fdreign Service — eonid. 

6 i«dcnceof — coQtfibutioBs . 132 

lacidcDcc of leave aalancs of Gov- 
ernment servant* on — .183 Rale 1 

Incidence of pay and allowance# of 
Covemment servants transfer- 
red to and from — , . . 183(d) 

Incidence of travelling allowance# 
of Govemtnent eesvants trans- 
ferred to or from — . 188 

Verification o! eervice for pension 
of officers on— . . 323(1) 

Foreign Service Contributions — 

Adjusttnent of — creditable fo 
Central Corerzunent . .lS3Rnla2 
djiistn-ent of — of miUtary 
officer* in permanent Ctni and 
military employ . 183 Rule 4 

Incideoco of — . . . . 193 

Forest Depaitmeat— 

Adjustmi-nt of transactions of the — 
by Itool trasnfrr is effected 

No. lih. 


f\an- Page 35S, Index. caichw>rd " 

Delele th« itema “ May !» imposed oa infenor estaWUhmeitt 

■ - . . f _1 I 1 -.oJ -^(n.otAnZ 


Us f 


l>& imposed oa infenor estamiahmeitv. . . ••jt ^ 
on members of clerical and mlnistmwl es 

(Audit Code. Vo\ X. >st Edition t2nd Ropnal). No 143. datedtho 1*4 

Refi 


69 “ and “Hot to be 
el. meats 


Feresl RAmlttancaa— 


nrst Schedule oj psyroenis — 

Objeetme.# to itesaa in the — to be 
iramediatcly communicated to 
the office or treasury concerned 
to stop similar errors m the next 
month’s paymenta . . . SOS 

Fixed charges (Public Works)— 

Note of eancfiona to — m Pert II 
oftbe Works Audit Register . 559 


Audit oJ— .... 703,704 
i>ifforcnce beta-cen Forest Officers’ 
and Treasury Officers' figures 
Btouid be promptly settled . 703, 704 

Forest Surveys — 

Apportioament of cost of —carried ^ 

out by the Survey of India and 
of Forest Haps . . , 181(4) 

Forms — 

Standardised Forms . . . 101 


Foreign Service — 

Account qf contnbutions of officers 
On — m Indian States - .895 Rnte 2 

Accountant General’s respangibiUty 
for obtaining a dfclarsticn m 
cases of transfers to ~ out of 
India . . 432B 

Accountant General’s teapoQSibi- 
lity for prompt recovery ef — 
contributions . 43 | 

Audit of — contributions . . 428 

Broadsheet of — centributiOB# t 
itercstmg .... 429,430 


I>aud and Forgery 

Report of senous cases of — to ths 
Auditor General , . . 734 

Fund (Sj — 

'franaactions of the Ptonacial 
Loans— .... 42<LA 

.FBOd Subsciiptiobs — 

Riti 0 tation of changes m thej— of 
Indian Civil Semce and hliU- 
tary Officers to Trewury Officers 233 Role 2 



Aftlclf*. 


Articles. 


rttrnltnre for Hlsh oaesrj— 

AeeoaoU lie*d to which rent to I* 

credited CSS (a) 

Accounts of— 

Verification of — l>y Accounts 

OfCcers . . 0t7lo82<>>A 

runetion of Audit in rcs{<rr( of 
grant and Bccoont of — , . CSS(h) 

See a!$o Verification. 

Powers of Prerincial Oorertnnenta 
to determine the scale of articles 
of — and the maainum value 
foreachrvsidcncQ . . . SS& 

KecoTChes of rent for furniture . CSt 

Rent not charred for — in rerJ- ^ 

dences of Heads of ProsineUl 
OoTemments . . . C5® ' 

Rolcator supply of — for resi- 
dences of political ofTiccra acre- i 

ing IQ Indian Statca . . C57 

Supply of — in the Rceidonccs of 
HeMs cif local GoTcmmenli and 
Hish Officer* .... CK I 
Sopply of — to Trtulencciof Heads i 

01 t^nocial Governments is 
governed by rule* prcscnlicd by 
the Sccreta^ of State . . SS9 , 


Cazatta NoUfleatlons — 

Kota of — in the Audit Register 
of gazetted officers . . . C30 


Caielted Offleer!*)— cr”**'!. 

IVfwnal advances to — to be 
passed on for aiidit like tlicir pay 

LlU C04Ru|al 

IViscms and lrans(*r of the -- of 
the Central (or the Public Works) 

1..4t 6 

Setchment of all demands 

a— on receipt of intimation of 
his intention to lake lease or to 

retire or of Ins death . . . S60 

Peale ref ist< r of — how tnamtnincd 270—279 
Pfetling (IterscM Pa5 . . 244-A*244-F 

kenliealionof stTwco of — for pen. 
sion , . . . ■ 223 (f) 

General Famlty Pentlon Funfl— 

Host sulHeriplinn* arc rcetivcd in 
treasuries and accounted for . 450 


General Instruetlons— 

— to treasury and other ofJicers fo 
bo ineorporntcd tti separate 
Manuals 


GoveroDcnt Ileutev— 

RccoscryforclectricinstallatioD 

In ^ • V » a 250 HoJa 1 


GoyerniseDt of Indla^ 

Pclcpation of aulhonty under the 
Covertnent of India At tto— . 
Direct communication bv Ae- 
couBtanls General with — m 
urgent cases .... 


t04 

7 


Gazetted Offlcer(s)— 

Adjuatment in India of leave salary 
advanced to — returning from 
leave of India . . . 248 

Audit of advances to . — in India . 245 

Audit of pay bills of Objects to 
bo attained .... 217 


scale of pay . , . 233 

Junior — ofless than five years 
sorvico not to be entrusted with I 

Inapection work (Public Works) 830-A I 
, R»l» 1 

Leave Bslanes of— ... 
Adjustment between Provincial 
^vemments through Account I 

Current . . , .lS3Note2 I 

Jlaintenance of leave accounts of — 374 j 

llamtenance of scale register of — 275 

No pay can be passed to a — who 
has not drawn pay for the last 
month ; ezeeptiona , . . —S 


ioTeromentof India Act — 
Delegation of authority to Govora* 
inent of India and local Govem- 

incnta under the — . ■ 

lorerDinent Promisscry Notes— 
Pavments to Imperial Bank of 
Didia. Calcutta, on account of 

renewal and enfacement fees on — 

lovetBmrnl Residences— 

Assessment of rent for — 

Prevision of ~ for Covemment ser- 
vanta . • • • * 

Sownment Securities— 

Watch of realisation of interest 

" on — under the management of 
tli« Accountant Cercrol . . 

Sovernment servanfls}— 

"1 FW .< • - 

,i»e dilferenl duties ch^ges on 
vhieh fall under more than oaft 
l,<»dof account 

of hi» olLtiating pay 


lR2(b) 

182(a) 


lAAQO 
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XKCSX. 


Artie1c«> 

CoverBttieQt gemnt(8) — 

Adjustment o! pay and alloManee 

of« — after tran-tfer IB2(C) 

Definition of — 190 Note 

Distribution of pensionary ebarj^a 
of — between different Gorem- 
menta , . 190 

Distribution of travelling aJlowaoee 
of — between different GoTtra i 

menls . . 189 . 

Incidence of leave a&lanra of — lO 

Foreign Service 183 Rd}# 1 

Rules govenung incidence of the 

cost of leave salanca of — 183 

Transfer tif — 

to anotber effleo Or Department , Ifb-A 
See aUo Gaeettcd Officers, EaSab- 
lishiaent, Pensions, Tecs 

Governaiaat Servants’ Conduct Rules— 
AppUeable to eaxetted officers of 
the Indian Audit Defartment. 
and to nictabers of estaWishweftt 33, 75 
Auditor General srercisce powers 
of a local GoTcrooieBt under — 33 Rule 1 

tliaeovductot a tubordinata guet' 
tedoffieer to be promptly report- 
ed by the Accountant Genera! to 
the Auditor Genera! 34 

Supply of— . 83 

Giaois asd approprlatloDs— 

Audit of — . . . j23 

Audit of espenditore against — ZQltiteq 

735—738 

Asthonty responsible for keeping 
expcoditure within— , . 201 

Distribution of— . 196; 

Dmsion of — into pnrnary and 

secondary unite of appropnaCion 194 . 

— lapee on 3Ut Marcheachyear 648 j 

Watch of progress 0 f ezpcndituro 1 

against — and wartang to I 

ofScera rcspanaible » . . 2fll I 

CtanlMa-ald— 

Application of the rales . . S06-A 

Jlem directions of audit . , 3^B 

Audit of grant itself . . , 30&-C 

Andit of expenditDrc by grantees 
faoTO giants .... S0&>F 

Procedure in the Audit office . SOd-t. 

Grants of land and alienation of land 
terenue — 

Audit of — to be arranged for ff re- 
quired by the Governor General 
in Council .... X05 

Craats by local Governments are 
subject to audit by Accoimtent 
Canara! » . , . _ jp© 


ArtfeJe*. 

Grata! (]«»— 

Xote m tho Audit Register of re- 
covery to b« made from re- 
employed persons . 784 Rale 1 

Xote of repayment of — on rc- 
crnployoient . . . 34J 

Quarterlv Matnination of the Re- 
gistef of — and enquiries into 

tbrirnoit-payment , . S41 Rale 1 

Register for grants and audit of — 341 

Voucher for payment of — to be 
•igued by the recipient and not 
by the Head of the office . 341 

B 

nalf-yeaTlyRe^sierof Stock . . 514, 645 

Reodquar{er>— 

Absence of Acoountants Oetteral 
from — to be intunated to tha 
Auditor General . . S6 (t) Not« 

Auditor Oeneral’a power to change 
— of garetted officers undcf bis 
contToI . . . , S3 

Health Certlftcstes— 

To be kept >n a separate file . . S88 (a) 

B«l* i. 


Higher Audit— 

Functions ol — . . . 149 

Beerwitment of staff for — . . 150 

Reqatceraents of — should be borne 
in mind in conducting post 
review of audit . . . Sib 

Scrutiny of MarcE expenditure by 

the — section .... 649 

Spirit in which to tc conducted . 1S2. 153 

High Coojmlsslonsr — 

Hi'itoir of Scrvfeos to reach tie — 
by the Ist Xovember . . 267 

Hindu Family Aunutty Fund and 
Bengal Chrisilas Family Pebdon 
Fuod — 

Rccovctv and adjustment of sub- 

aenptioiis .... 451, 45S 

History of Services — 

CSiarge Certilicsles to be shown to 
the posterof — , . > 288 

Ceotinuance nf names of ministenal 
eervants in —even after the ter- 
minstinn ol tbear acting promo- 
tion to gazetted posts . . 271 

Facta noted in the — ... 368 
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IMBRX, 


ArtIrtM. 

Hhtory o! Serrlees— ean/J. 

Qrant of andcr the rule* 

jwmulgated m the 0.1,1* D . 
letter No. 495 C S. R., dated 
25th Af-nl 1023, to bo entered 
«n— .... 299, Note 

— ofpazetted oCieere transferred 
to i'ow\gn Eetvjco . . . 273 

now* kept np to dale in the Audit 

oE« 271 

InfonnatioQ to be furnished to the 
new Audit Officer on transfer of 
an officer .... 272 

Method of recording facts in the — £69 

Note of partieulara of literary 

works, titles, etc., jn the— , 270 

OlScers for whom Daintained 267 

To be submitted to the TTigh Cum. 

tnisaioner b^tho Ist Norcmbcr . 267 

To bo used In Tenfying lemcci of 
gazettedoScer* , 323(«) 

Heog'Koag penslons— 

Auditof— , . . 83SRnl«s2&3 

Roato-bBlldiDg AdTaoe«>— 

Audit of— ^ , 414 

Index Register of — to prereat a 
second advance for the same 
bouse ..... 415 

Ranse-reut— 

Recovenetof— , . 234 

To be paid by political officers . 238 


Imperial Bank of India— 

PiviBion of audit of interest pay. 
meats between the GoTcmment 
Auditor and the — . . . 350 

Payment of renewal and enfaeement 
fees on OoTcmment Pronueaory 
Notes to — .Calcutta , ^ 411 

Imprest — 

Cady account of the Cash Depart, 
ment of the Pre-andit Section to 
close with the fixed . . 48$ 

Imprest in Audit offices for pay- 
ment m cash of pre-audit tills , 483 

' Monthly Tcrilicatioa of the — . 484 

Incidence of pay and allowances, tra- 
velling allowance, pensions, etc.— 

See ClaasiflcatioD. 

Increment — 

— certificates, how checked in 

Audit 

— above efficiency bar . , 232, Bote 


Artloles. 

Ineretnenf— eon/i. 

Stoppage of — of any member of 
eatablishment to bo noted in the 
fly-leaf of the Audit Register 295 Rnll 1 
Indian AndltDepartmenl— 

Acceptance of fees for private work 

byoffieereof the— ... 81 

AUaehment of pay of an officer in 
the (loneral List of the — to be 
immediately reported to the 
Auditor Gercral ... 35 

Confidential reporia on gazetted 
officereofthe— ... 82 

Omstitution of — ... 21 

Juolor officer*— 

Training and examination of — 25, App. 4 
klonthly return showing pay and 
allouances of gazetted officen of 
the — to be aubmitted to the 
Auditor General . . ■ 244 

Officen of — should submit to the 
Auditor General a Jledical Oerti* 
ficate of fitneaa . . » '27*B 

Officers of — should istimato to (be 
Aoditor General the date on 
which they Intend to reach 

India 27*0 

RecommendatioDt for extension of 
service of officers of the — , 20 

Reeignstion of tnember* of All* 

India eerrices semeg in — must 
be reported to the weretary of 

5tat« SO'A 

Submission of pension applications 
of officers of — to the Auditor 
General ..... 80 

Title of officers of the — to medical 
attendance .... 37 


Indian civil Serriee Family Pension 
RegulallDDs — 

Accountants Genera) to Bend a 
monthly hst of eubsenptiozu 
under the — to the Accountant 
General, Central Revenues . 
Accountant General, Central Be* 
venues’ reeponsibjity for correct 
recovery of and keeping account 
ofaubscnptiona 
Adjustment of subscriptions . 
Details to be furnished in the hat of 
eubBcnptions . . . • 

Submission to India Office of quar* 
teriy atatementa of casualties and 
newsubsenbers 

Submiaaion to India Office through 
Auditor General of haU-TCarly 
atatementofTCOtiplsand ebarges 
in India under the— 


433 


Indian CItQ Service oncers— 

Officers fcsponsihle for verification 

cfsemceaof — for annuity . 822 


2s2 
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ECDEX, 


Artic^. I 

iQdisn CWl S#me» ProT53«75t Fnna— 

Dcductinns fmm bill* oa eceount > 

of — how adjusted . . 437 

Isdlas Civil Sjrvfco (Kon-Eaiopean 
Mashers) Provldonj Fund— 
XncvdfPccofGoTemmcat.Ccat'rihti- '■ 

tion to tho — . . 192-E 


RocovenM of subscription.* under — 
and their accounting 


loferior Servants — 

— -la Audit OfR«* can bo punished 
with fine* for petty caretessnes* 69 

Pay ol — , when treated a* eon- 
tingeot charge, not to be entered 
in the Register of Pcnodicaf 
charges . 319, Kcte 

InspeellogOlIlcsrs— 

Admowwotkof — 857 

(Sieek ot accounts of nachasiam< 
tamed m the diTieioo . gl8, $49 
Check of iTvitia! aecoucts of diei> 
etoaal offices . . 84.3 

Check of Cash Bock of dirisioDal 

office . . . . 843. 844 

Cheek of stock account . 343. 345 

Check of mraiarement book . . 843. 846 

Check of muster rolls . . zii, £47 

Complete asalv-tis and examina- 
tion by~ of accounts of one 
maJoTHOrkortno minor works 
ainirled out by the Deputy Ac- 
countant General . , , 835 

Doousients to be avpphrd to the — 
from the Accountant Cenend’a 

office 834, 835 

BxsminatiOD of tho accounts of in- 
terrst-bramiBr seetiritie* . . 850 

HssminationDfaliaccountsrccorda £52 

Examination by — of the si-stem 
of account (oliowed 10 norkshops 852 

Eiammatjon by— of diraiotial 
Monthly Accounts with tJiefr 
office copies and initial accounts 854 

Inspecting officer’s Reports and 
their disposal . , . 858. 866 

clay analyse the accounts of any 

• • • - . 835 

To devise and report to AVeoun’- 
tant General remedial measures 
for arresre in dinsionai ac- 
counts . . . pn; 


E57 


Atllcisv- 

OffirsM— co«W. 

Xo that ifrestutanties and 
<(»f<cfs noticed ot previous 
losiK-ciion* hare been reruc- 
d«-<l . . , . 853 

Tnatment cf four prop^anime ot 

— ftsconf.ilcntia! . . 833 Rale 2 

Inspection J"J p. \V. Oftlcetl — 

Ad'ice to Departmeotn! officers 
;tnri«at KtatcoicnC of offices in- 
• iKcted , . . . EQ7 

Arrant n ent by Accountant 
General fnr — and test audit 
of each Puliie %YorVa dnision 
ot leas* once ft lesr ... 830-A 

Arreais and confusion m accoanta 
•ftnrt, • , . . . £56 

CufWttwn by Biiditops of points 
tc> fie seen at local — , . 516 

ftxatixnatmn of aceotmt* , • 843— S54 

initial and other account* to be 
checked at local — . , , 516 

of Sut>.l>iv>»)ot>aI office* by 
Dmaional Accountant* . . 855 

Juttior Goretitd Officer* with 
less than S years’ aervlco not 
to beenlriisfca nth — work SSO-A Bul4l 
Ix>caS audit of certain aecossta 
ottbe time of — . - , 8w 

Soiice of — to DiTiaional Officer 

forcolUftionofrecords.ete . 8|3 

Objectof — of D*v>s»onaloR'CC* . «*" 

Review of DiviEionai Aecoun- 
font’* audit .... 855 

geoior Accountant allowed to 

conduct — in the United Pro- 
eincea .... 832 Rule 2 

Sfocial nalcs for — of Piihfio 
\t orks dirksio&a in the United 
rrovincis , . - 832 Rafe* 

1 A, 2. 

SlaS and time required for — of 
an ordinary Public Works tUvi. 
tton .... . 831 

Eoepnw Ti*it to a Divisional ot 
Rub divisional office . . 833 RuU 3 

Test audit of Public Works din- 
sions at headquarter* and 
evaiiiination of accounts re- 
cords of a few sub divisions 
each year «* the offices concern- 
ed , 832 

Xreatment of toar programme of 
Inspecting Officers as confiden- 
tial— . . . - 8S3 Rule 2 

5*e ofw Inspecting Officere. •>» 

Inspectfon (of Treasurfet) — 

Deviation from prograrmne of 

— at the discretion of tb® 
Accountant General subject 
to general approval of the 
local Goiemmeat . 


. 863 Rule 1 
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— Ihstnil Tirwinrt tv AtroccU 
02:v-«» .... fCS 

laterr*!* »Leh — tbou’.J rca- 

fes 

Iciftc'cag 02:;rr cot rcqciw^i to 
TcnfT bj cocat bAliacc* cf 


casii,' ttwar* or epata S73 E~* 1 
Irss7<«tiag OJlcrr not rc'i'u’Ttl to 
ffiJfvct lanbs d.'iCft ltri.*_fT 
«rk .... 874 Ec:» t 

Koticcof— •botceor»»i?y . ^9 

Objcctsof — .... 87| 

I\>xts to seen *ad pwc\!a"c 871 — SSl 
Rcferfc.f to tbc lyp-tj" t.V)at>\xi>t 
cf the CUTfrCCT •{e^.L&l 
foiats to V.'oVfi tn’o *t — • , 870 Rc!et 

Rctjc*- of rert>*di of •ud.t ot^'ce* 
tio&s kati the Klrrceh- «al 

rcci»tcr 

StiSietiuiTedlot— . . . 689 

Sapj'Jip to the Ic5pret:r2 OJ'.'en 
ct r«b:o. «t i^tate to c« koVed 
into . . . 670 

Test ssdit of eertvQ TOttchers »t— 679 

Test sndit of o*e Bosth's | 

SMtt eoochers st — - . . 879 Eels 8 , 

Trewaty — to fc«? aeci-iid oo days 
oa viuch the tre&scrj vork | 

n kaon to be besry . 889! 

Working iastnKMr.s for — to be j 

Uid down be Aecev^tant C«< ' 

tern! , 6^1 

d^watiolns|««tlagO£>'ots> | 


la^ettloa Report — 

Cbapletioa cf tress'J’T — before 
the IiupreUag OSieer Icatte the 
treasury . , « . . 

Ihsri^eMcn with TTfO'cry O^cer 
and CctVctor before the tir«.«tiry 
— is sSgeed be the l&spetisg 
OScee ..... 
■Disrceslcl — cf p. \V. oCces by 

l^al CoTemn ents « . . 

Dunosal ct the Currency ropina 
Cl t:e»sury~re*t# with the l>e- 
putT CbatroJler of the Ctirreccy 
Eakininstton of trca««ry — la 
Treasury Audit IVpart Jlcni b to « 
it is sect out of the Aecourtaut 
General's o^ce . • . • 

laspertion Eejort oa PulEc 

Works IHeUions — 

Pixiwon cf — into wpert peeper 
and te«t Audit Note—. 
PiseiBS'ca with tfce pjef- 
alonal Off-cer. sad eoni- 
pffttpn . • . • 

Lasguageasdtone . , . 


8S3 

853 

656 
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laspertlea R r pert— centf. 
luspeeiioa Reports aad Test 
.tuifit Xotrt iPulLe Works) 
to bo eiasnned by Wotkt 
Aedit Scctkia and Bothl'ed 
by tbo CVputy AccoccUat 
General ..... 863 

IVeparatsoa cf treasury — m 
two ports, ere erata.tuag points 
for the OJCtPcCer of the Itr- 
troee *"d the other coctairung 
other points .... 887 

Sxiretea cf rterrs f"o« — for 
Ai')eopnst.-oa AccoLsts acd 

Eejort 885,888 

SpeeiU eonesjorderce in respect 
cl >te*tisiEtieasury— foriBelusiCB 
in the Appeopnatjoa Accotmts 
aodRep-rt .... 8SS 

Subci^CQ cl t-eassry>^to the 
Ik pety AexonrUnt decersl with 
e cote cf the items peas b!y to 
be mel.idi'diBApproinstiDa Ar> 
eouots and Report . . 8S4 

Subniss.oo cl to DirUieiuJ 
02>:er. SurennlcciLrg En. 
pceer and Weal Goremsteat 884 

SatcussiCR of «« and test audit 
cotra cn diTis.OBsl oCces to 
IVpejty .keecuntant Gecetsi 
by the lrj{e<tiDg OEeer , 666 

later*d«?irtc»3taf Aijestnesti— 

Sts[Tr.seali;« . . . SOS-AtSCS^B 

lattr-^Urldoasl af ]3ttcs3t»— 

Raieing and ajreetrent of debits 
and etediis ait^ng out of •— la 
tl.e bonst l>ei-artire8t . 7CS 
Rainrig and asreeueot of debits 
and ereshts amicg out cf ~ in 
the 1*118110 Wotitf Department €C2 
Intewt^ — 

Srt Itate of luterest. 

Ismen pajnwts— 

Audit of — . S^t Audit. 

Auxlit of — be IVhJio Debt OEeo 855 

Pieiwrati^ nt l,*i of — for Iho 
RutUcDeUOBiCe . . . 852—554 

. Inflation, KsTtgBdsn, Embank* 

I mem and Drsia^e W orks — 

Finaneial Results of “• R-epcrt 
i to Covemn eiit cf India . 659—863 
I Fomof the stateeient .. 659,863 

Items adjusted lot awaltJcg elrar- 
aact — 

1 CbBWooniraticn to the party eon* 

I eertird of real cl-jeetJCSS tubsc* 

I ^ucBllynotKedlo— • • TSS 
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ZNSZX. 


f Ailvel^. 

Itiou «d}ast4d but analtlos clanrAnre — 
eontd. 

Item* ndjusltd premaionully (P W. 

I>.) 612 

N»tu» ot items to bo pliced under 

—in the Objection Book . 785 

Trenafer of — to Advances Re* 

eoTotubte a-udSaspenac . , 789 

Items iwelUng response (P. W. D.) 618 

i 

JoJnJng Time— 

Tb be epeeially checked by Super- 
intendent or Gazetted OSlcer 
vhen cirenmatsncei are special 219 (!)> 


1. 

lABd-~ 

Aeqaired for IlaU«riy>- I 

ApiteUsed ralao of abate- i 

taeat of Uad teTenue to be ! 

debited t« the espial so- 

eonnts of the Bailirayecoacem- 

ed 409 

Adtrance* drawn by OcUector, 
howadjnated .... 407 

Audit of sanctions to alimatioD 
ofGoremment— . . . 408 

GoTemioeBt Lend— 

Classidcation of sale-proceeds 
of— - . l8t <6) 

Incideoce of coat of ~ acquired 
and that of eatabiuluiieDt, etc . 
required for snch acquisition for 
the ranous departnents and 
local Fonda , . • < 409 

ftiyments for — aoqu&ition to Ae 
accoonted for direct to autbo- 
rttiea of the Department con- 
cemed .... .406RBtel ' 

Aolca regarding tncidrace of coat 

of— -acquired f81 (5) 

Land AeqnislUon Charges— 

Audit of — 

Cbeclc of Land Award Stale- 
menta and note of particu- 
■ lata in the 'Regvttet <« Land 

charges . . , . 6SQ 

Fteqnent inrestigatioa of noB- 

receipt of vouchers , , S88 

Procedure in the dupoaal of 
Land Award Statement io 
thaAnditolSce . , . Bg 7 


Article* 

Last* Pay CertIQeaUs— 

Disposal of — n coTed with Pen- 
sion applications . , 831 (b) Rule 

Full conditions and psrtieulara 
of adiaTiers to l*c furnished 
«n ~ of gazetted ofiicers . , 24 

Indian pay and allowances due 
to a Government servant pro- 
ceeding on leave out of India 
or rctinng from service not to 
be entered in — ... 26 

Note of advances to gaiotted 
officers returning to India in 

the— 24 

Note of apfiortionment of pensionary 
chargea in the — . . . 825 (t 

Note of deductions from peosios 
lathe— . . 831 (b) RnJ* 

Register a! — .... 28 

Required before usue of Pension 
Paymeot Orders . , S31 (b) Rpls 


Law Soil*— 

Audit of advances foe — 


LcaTs— 

Accountant OeneraPt power 


Applications for — of all kinds 
from Aaaiatant Anconata Officers 
to be disposed of by Heads of 
Civil Audit office* . . , 


Applications of Aaaistant Acconn- 
tanta General for — oa aversKe 
pay ap to four months may be 
dialed of by Heads of Citii 
Audit offices .... 


Check at the time of rerificatioR 
of service in, the Auit ofSce 
of correctness of — granted to 
non-gazetted officera not to be 

made - . . . . 


323 (e 


Date of departure of Asn'stant 
Accountants General on, and 
return from, — to be intimated 
at once to the Auditor General 

27 (8) Note 1 

Disposal of — applieatioM of 
officers of the Indian Audit 
Department . . . . 28. 2' 

Entries to bo snede in the Audit 
Register of gazetted officers on 

the receipt of orders of — or 

transfer , . . • 285—237 
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. Atticlf*. 

LMVA — torpid. 

Pwccdore Ttulos 203, App- 10 

Hosons lot rcfuinl of — on 
*go «P wonlla to 

Atslatitnl Acoountantc GtheriLl 
to be communicated to Auditor 
Gooeral 27 (*)Nota2 

Beport of intcotion of gwcltcd 
olSccra of tlio Indian Audit Do* 
partment to tate ^ to bo aub- 
mittedto Auditor General . 28 

ftcttlcmont of all demanda afainat 
a gazetted oCoron receipt of in- 
timation of hia intention to 
take — Or to retire or of lus 
death ... .260 

Transfer of a GoTtretDenV terranti 
while on — 

Date from which transfer takes 
eHect . 162 (d) Role 1 

Leare Account-' 

MaintenaPee of — of Chaplains 274, Note 
Maintenance of — * of gazetted 
officers 274 

UlTC*UI«y~- 

Adiustment In India of — adrane* 
cd to gazetted otTicen return- 
inefroni leavcoQt of India 248 

Incioeaee of — of a Gorenunent 
serrantonToTcijnwrrice 183 Rnle 1 
— of gazetted offleen Adjust- 
ment of — between Aiflerent 
DroTincial Goremments ttmugh 
Account Current . . 183 Note 2 

Pnnciplrt go-remifig the distribu- 
tion of — between different 
Goremioents are not applicable 
to house-rent allowance or other 
Compensatory allowance dunDg 
Jeare . , .183 RUl* 3 

Bate of exchange at which — ad- 
vanced out of India ahould be 
eoaverted for adjustment m 
India . , , 24B 

Be-audit of lea veaalary drawn by a 
rPtinng Government aervant not 
to bo nndertaken at the time of 
pension verification. . . . 323 (e) 

Regulansation of — when a Gov- 
ernment servant in Parcign 
service in India is granted leave 
for which he u not eligible under - 

rule 433-A 

Boles governing incideuce of the 
coat of — of Government ser- 
vants 183 

I,a3v&>Sa]ary Certificates — 

Register of — .... 264 

ledgerj— 

Check of — of Contractors and 
Disbursers of the Forest Depart- 
ment 707 

Check of Conteactora’ ledger 

tP.W.D.) .... 693 


Ubrary — 

llxaniination of books m the office 

— on receipt of charge . 92 

Issue of I'Ook's from office — 91 (1) & (4) 
BctHion of catalocuc of tho office 

— . . . . . . 6S (2) 

Rules for the care of the office — 91 

tfifS' 

l*roecdure ol check of — or Sche- 
dules sent w-itb treasniy ac- 
counts 205 

Loan*— 

Audit of — raised by local Govem* 
mcot . . . . • 420 

Local yunda~- 

Incidcnco of cost of land aequired 
lor— ... 406 

Local Government’a responsibility 
foe audit of — .... 889 

Local Goverfitnenl— 

DeCnitionot— . . prefate, Para. 5 

Delegation ol oulborily under tbe 
OovemifientoIlndiaActto— . 104 

Should consult the Accountant 
General belotehand Va douWul 
eases .... 14 

Local GovsrDmsnts' Borrowffisa— 
rreparstion and disposal of the 
Pro /oma Accounts of the — . 148 

Set aUo Loans 
Local IntpecUons— 

Charges to be audited at — . . 206 

Procedure of audit of charges 
which can more properly be 
audited at— . . . 206, App. 18 

Local Rules — 

Incorporation of — in Audit 


Losses — 

Beporta on Defalcations and 


! Madras and Bombay Military Funds— 
I Adjustment of pensions and 
ceitsun other misccUsneoua 
charges payable out of— . , 

Madras Military Assistant Surgeons’ 
Fuad — 

Maintenance of account of — . 



IKDEI, 


30a 


AriifiM. 

Kxmm o{ AceoanianlJ Ccaeral's 
office — 

Potpo-^&snd upkccpof — 7a, 167, 185 

Supply of — to Hia Auditor Oc. 

Ratal 75 HoU, 157 {fote, 168 Note 

Msrc^j Expendlluifr— 

Scrutiny ol — by tbc Hi’litrAuJit 

Sfction 649 

To be cmfuUfj BcnUinioftl la tlio 

Audit office' . 643 

Blslch Bautferolcs . - . 425-A 

Maurlllus Pensloas— 

Audit o! . . 325 Rule! C & 3 

Meastirement Booksr— i 

Check of — at inspections of 
Diruionol officct . 843, 548 

Alsdiea} Atitsiase^ 

Title of oScera of the Indian Audit 
De|9artaieiit to — . . 57 

KediealOnicera^ 

Holding Ctnl appointDeat oa 

conrobdated pay — 

Vepamnent from. vUtch diCet* 
ence bctnecu raililary and 

consolidated pay to 1x3 (ira-rro . 182(e) 

UUltaryaad Medical Funds (abolished)— 
Ad}ust<netit of pi'nuona and oCLet 
charges payable out cl — , , 445 

Reorvpta 443 

HUltary offloers— 

Holding C^nlappoltiltBcnt oscoo' 
johdstedpay — 

Pepsrtinent festu felxich diSez. 
epee betwren military and con» 
eohdated pay to be rlrawTi , 153 (e) 

Incidence of pay and alloiraneeS of 
— transferred from Jilitary lo 

anl 183 W> 

No demand lyictsGcata for — la 
CSrileniploy , . . 366 

Remission of a demand against the 
tslale of a deceased —• jn se'prci 
of an adraijce ol pay ^antod 
when proceediDg on lease . .245finla] 

Minor Local Ceyernmeats— 

PeCmtionof— . . Preface, par*. 6 

Mint Balance — 

Venficatioflcf — . . , 839 — M5 

Mjseeiianeaas Advances— 

(Other than TabliolTotks} . , 413 


Artielc*. 

MJJcclUneous Public Wtiik* A4 v»r««5— 
to bo a-'ca la nuiiitmg Sche- 
dule of — . . 626 

MlsccHaOeotis saactiens and Qfdcts— • 

See Sanctions andorden. 

ManielpaS FaDd — 

Itroadaheet of — posted fay differ- 
ent Auditors, each loaiung bia 
o<m entries . . 567 JtaJe i 

MunsiQs, TohsUdars, elr. — 

AirangemcDt for audit of pay of — 
abo hold non-garetted posts, but 
arc tJansferrei from dustnet to 
district . . , .293, Hufea 

BlaiAteBanre of stcale register 

(Of— SSS.RuJsS 

Bluster Rolls— 

Checkof— atioc&finspootjQOs . 843, 647 
N 

Hctlona] Health lonranee Contribu* 

Man— 

BlaiateaaAce of accounts of— . 45? 

HotKoiBaissionod officers er soldfert 
(Sarapeao) le CMi eajyJoy— 

Iseidroca of paasags moony to 
famihes of — srbo die nduie in 
civiiemploy .... t84 (g) 
Required (o buy discbargo from the 
Army 184 (f) 

NoD.Gosernmtflt Institoffona— 

Auditof Acconatsof — . .139, 140 

Kota Books — 

Idsintensnee of— by aaditors in 
tbe IVorks Audit Section . . 543 

KoUoos — 

ftoa^r of Accountant fleperaJ to 
ti^ac — to tho public — Beatxjc- 

tions ..... 17 

Q 

Objections {Ceaeral Prlodplfisl — 

Audit Officers* duties in respect of 
clearance of — . , . 721 

Audit Officers’ power to vaire — . 156 

Cases in which money value* should 

or should not be recoided . 725 

ComTOonicatvon to tbo Auditor 
Oeoeraf of— for waivipjp re* 
fereueo to the Secretary of State. 721, RnlS 1 
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nmix. 


Attiole** 

Objections (on otber tbsa Public 
Works Tr ansacUoiis>-<i?'jr</. 

Treatment of sums placed under 
— for recoTcry from a (Sovem- 
roent servant transferred to 
another dntnct or Audit cjrcle 7^3 

8k afro Objections (General Prin- 
ciples). 

Objsctletjs (Public Works Ttansae- 
Uons) — 

Action to bo taken by Audit office 
lO de&liBg with Audit — . , 741 

AdjuitmcBt of — on receipt of 
Touchers, schedules, etc, re- 

lating to a Jklonthly Account 
before that account is received 7d4 

Aui^tor'a rcsponsitnlitj la res- 
pect of — . 763 

aeatwieo of — 

Attestation of adjuscioeat of 
— by Superintendent , . 76* 

Note of — in the Objeotion 
Book . 733 

>- need not bo raised to advances 
and adraaco payments duly 

sanetiened . 752 

Prompt intimation of — to Din- 

sional Officers . 741 (b) 

Quarterly reports to OoTerumect 
of Indis of — winch leqoira 
orders of the OoTemment of 
India and the Secretary of 
State for their clearance , . 738 

Record of— . , . 741 (s) 

Record of money value of — when 
such value was sot previously 
recorded . . . 732 Rule 1 

Record of regarduag voucher# 
awaited ... 762 Ru)« 2 

Record of to an item theiransao- 
tions oi which are of a pro* 
gressive character . . . 732 ' 

Record of fuU particulars of siis- | 

ceUaneoua — - . , , . TC2 

Registration of ilerns of — , . 761 

Report of delay in settling — - to 
the Supcnatending Engineer 
and higher authorities . . 7S1 

Review by Superintending En- 
mneer of — Statement of each 
division month by month . . 741 (fi) 

Review of posting of — "by the 

Superintendent . , , 763 

Scrutiny and commmucatiott of — . 627, 638 
Value ol — to be noted in the 
nearest tupet* .... 749 

Watchinthe Auditofficeover— . 751 

SetdUo Ohjectioiu {General 
Pnneiple*) 


Artielea. 

Ob]«£tl0n Book (other than Pttbife 
Works TfJinsaelfofis}— 

0oBingof ..... 794 

Combination of Objection State- 
ment Mid — . . . 799 

porm and maintenance of 773 

Koto of adjastment in — after 

Match and opening of new— . 780 

Iteeord of objections m the — be- 
fore issue of Objection State- 
ment ..... 771 

When money column of the — 
oecdaot bo posted . . . 777 

OblacUo.i Btwlt (PohUs W<»lu TtattS- 
acOoosJ — 

Annual closing of , . . 738 

B^chimgo Accounts transactions 
not to be entered m the— . 758 

Monthly closing of — , . . 76S 

i>rote ID the — of some of the iteoe 
noted m the Audit Vote . . 743 

htotee nf overlapping objections 
on separate seta of paces of 
the- . . . : . reo 

Object of the— .... 757 

— h&s no corresponding ledger 
head ..... 758 

Opening of new— . . . 768 

Record of distinct classes of 
objection on separate pages of 
the 759 

Value of objection to be noted in 
— m the nearest rupees . . 749 

ObJectloh Statement (othw ihan 
fobllc WorksTraoaaetlons)— 

Auditor's responability for dis- 
posal of — on return . . 772 

OombinatiOQ of — and Objection 
Book ..... 799 

Cemmunitalinn of audit objec- 
Uooa Vj TCreasury Officcta 
through — .... 739 

Bxttact may he taken from — for 

■ disposid of items requiting time 

tor enquiry, etc . . . 772 

Record of objections in the Qh- 

jeetjon Book before the wsoe 

if— 771 

Sent to the Tcesaory Officer, etc , 

twice a month .... 770 

Supetiotendent’fi memoranduta book 
to watch issue of— . . . 771 

To be returned by the Treasury 

Officer, etc., after a fortnight . 77« 

ObjeetloQ Statement (Public 
Works Transactions}— 

Distinction between — and Audit 
Note 
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INBES:, 


PsyBllls-eo'iAi. 


ArUoles 


Atidit oi — of paaetted offieeM 240 

Audit of — of Sterling OiersoM 

2«-A 

— of gazetted ofScen 
Supenatendeaf# end Gaictled 
officcr'sdutjfiaeudjtjDg— 24t 


Pay Slip- 

Note of number end date of the 
— in ihA Audit Rcgislor of 
gazetted officers 23OR0tel 

— of gazetted ofl'icera on tlme-sc^^o 
of pay itaform , 232 

To bft iMvjed on change at croolu- 
loentjofgaeottedotlieers . . 230 

Tf^Ueet® copy to bo sent to tbo 
Divisional olhcer . 232'A 

WlKti {wall — to be lasotti to offi 
cers on time«scale of pay 233 


PonaJons— ■ 

Adjuitmeot of pensionary «Wge» 
bettreen CoeemincQU 325 

tncidesce .... lOO^lOf-C 

Frocedore . S35 

Antieipetory— 

Special Audit Register for — 342 (a) 

Half-yearly Etamiaatioft of 
Beg.atcr by {bo Aecountaot 
General ..... 342 (b) 


Apportionment of — W be noted 
in the Audit Regiatct and Regis- 
ter of renaion Paymeat Orders 330 (3} Hot« 


Arrears of — . . . 

333 

Auditor’s duties . ' . . . 

349 

CTieek of orders eancfiomng 
with final report auluauted by 
the Audit ofijco 

331 (M 

Examination of eanrtioTis to — • 
accorded by authorities with- 
out prevwu* tvfennce to tl» 
Audit Officer .... 

329 

Form and opening of — Aodit 
Regiater ..... 

335,339 

Hong-Kong and Jlauritius — 

Auditof — . . . S35R&}es25e3 

Host cost of — of a GoverfimrBt 
eervant between two ot tnnte 
Corcmmenls adjusted 

m 

Incidence of — 

Adjustment between different 
Governments of the chaiga 
of a pension sanctioned after 
the 3]»t Jhireh 1V31 wbett 
its payment is transferreif 
trom,orto, India . . • 

19i 


PeasJoai— eonfd. 

Inmdenco of — eonid. 

— ofChapUiua 

Divtsioa of peosiOBary charges 
of Military OCwrs employed 
partly under the Army Dex^- 
ment and partly under 


r Centra! Gorem- 


Money limit up to irWeb — In nre- 
sidcQcy terms may be paid in 
cash 


Stutiny — . , . . 

— of Goreraroent sercanta em- 
ployed in Coorg 

-- of GotenimeBt nnanU em- 
ployed ta the North-West Froo* 


482 Sol 

I9f'l 


JSft-B 


tier rroTjDce 
PrcsioBary charges of Commercial 
riepartment . . . ATtlelblSf”! 

— reports : 

Kolc of the apportionment of the 
pensionary charges tn the Re- 
port and the last-pay ceiti* 

825(«)&fW 


hcato 


Reguter to vratch their dupoSAi 
To be treated a« orgeat ui Ac- 
countant General's office 
PcJitical — ..... 
Presidercy— 

Audit Register . 


S24 


334 


Spedal— 

Are SpeeuI Pensions. 

SubmiutOB of — applieatkitis til 
officers of the Indian Audit De- 
partment to the Auditor Cene- 
. . . . 

Venficatioo of semc« for — , 
by whom done— 

In ease of I G. S. officers . . 

In case of other aerrtoea . 
Procedure , . . . 

When ciainia to — to bo dealt with 
by Accountant General . 


S22 

3213 


13 (S 


Pensioners— 

Death Report — 

Of certain European •— to local 
Government ... 
Quarterly death report of Royal 
Indian Navy — to the Direo- 
lor.RoyalladiaaNavy . 

Its due date . . ^ 
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ITOXX. 


Article*. 


I*r«sMency PiymeatJ— c<j«M 


Made by cheq;OM 
How chequM are written and 

tigntd 49i 

Issue of duplicates of iost 
oliequM . 48JReJ«2 


}Isde in cash 

How paymenW arc made , 482 

Imprest (or cash payrtnenta 483 

Venficftticn of imprest 484 

OntstandingChetrucs Tre-alment 
of . .489Ral«t 

Option allowed in case of provincial 
capitals in respect of prc-audit 
paymenta 479 

Paid yn%-audit ehequea daily oom- 

panaon mth the Cheque Rcfister 489 

Pro-audit of claims upon Govern- 
merit tn Preeideoey towns and 
ptorinetal capitals . . 475~- 480 

Posting o! Deot Head Classified 
Atetraet 

SabmiSNOB of Riemoraadum of 
daily — to the Aecounts Qrancb 
Submission by the Bank to the 
Audit office of datlv aehedulo 
of pre-audit cheques paid 
Tranafet ol phiscd bills from one 
tectiOQ to another in locked boxes 
Transfer of seheduUs and rouchert 
to the departmental Audit sectioo 
Treatment of schedules and Touch- 
ers in departmental audit section 


492 
497 

4SS 

477.A 

493 
49S 


iS« aUc Audit 


PrJTSts Work— Acceptance of feet 
for — 

See Fees 


ProducllTlty— 

Test of determining — of works cons- 
tructed from loans . f43Biiles2&8 
Ptorotmk Account*— 

Cases where necessary . . . 144 — <49 

Form to be detemuned by the Ac- 
countant General . J43 

Preparation and submission of — 
of local GoTemmcBts* Borrowing 
Accounts and Famine Relief 
Funds . . . . 147.148 

Procedure . . . 142 

Special rules for Indian Posts and 
Telegraphs, Public Works and 
Railway Departments . J45 


Pr£>jKt(s}— 


Audit of sanction to etpendilore 
on component parte of a — . <25(y)& 

Rote 1. 

Closing of construction estusates of 851 


Article*. 

F!roJeel(sJ— cOTiti. 

Deduction from the total cost of 
— when a substantral part of the 
^ — IS abandoned . . . 593 

N'eoesaity for subsidiary registers 
of receipta m case of — for which 
separate Eerenua Accounts at® 
maiDtaincd . . . , 684 

Ptehminaty enquiry, surrey or e*- 
penment • not part of a — 125(r)Bnl«2 

Record of technical aanctioos to 
working csCiisates of a — not yet 
technically sanctioned hut ad- 
snnjitratirelyapproTed . . 5B8 


Ptojeet Estlniate(sh-- 
la ascertaining total liability 
against a — , eseeases orer esti- 
mates held under objection to 
be taken into account . 
Preparation of a summary of all 
actual charges against the pro- 
yeet to determine if the — as a 
whole has been eTceeded , 
Register of sanetion# to workise 
estimates of a project . , C 

Special Rules for — . , .55 


PieposltloB StsteiseDl— 

Venficatioa of — tod detennina. 
two of the authority conxpetetrt 
to sanction the proposed scale of 
EstabLshment » . , 803 


ProTidsDt Fund- 
Forest Officers’ Pfondent Fund : 

Accounts procedure of — Annex. AfoCbsp. 

20 

Food Accounts maintained by each 
Accountant General . . . 455 

Frocedas® to be followed m cases 
of withdrawals from— for payment 
of premium on Insuranco policies 45e-A 
l^oTjoclal Expenditure— 

Dmstoa of — into “ Eceerred " 

and *• Transferred ” . . . in 


^ovinclsl GoTernm.sst — 

DefimUon of — . . . Preface, para. 8 

ProTlnclal Loans Fuoa— 420,420-AtodAppx. 

- 6-A. 

PtoTlncta! Subjects— 

Central GOTemment cannot spend 
mnneyon— - . . .172N<?t«3 

Public body — 

Audit of the accounts of a — to be 
arranged for if required by the 
GOTcmorGencralinCouncd , 105 




tKDEX. 


Records— 

DostructjoQof 

Pre™«> ,pp„„i p, li, 
ant General rcfimred for dcs. 

S““ “o.™,.,,, 

DuscclUncous advances, loans 
and roTenuo advances 

Recoveries of overpayments— 

MiMlnent of 

or oy short payment of an 
Item, not djargoable to the 
same detailed head 
Jfay bs made fron. the Covorn- 
*"'^anf8 undrann nay 
and allowances jf he v, dead 
^f*^*^* f«ft Governraant eer- 

No adjustment cccessar} wluso— ' 
aro made by short payment of 
an item chygealle to the e«me 
detsAied head . 

Travelho^ allowance paid m excess 
to a Goremment serrant 
tot journey to or from a 
Tastwi institute is recoserablo 
oy Accountant General q{ the 
provioce of origin . aia 

ivaTfng of — . 

Whea made m a prenoue year 
aro to be dealt with, U6d« er>e- 
eial oedacs of the Audit office . 

Reerolttneat Tuie»— 

Responsibility ol Audit for arnli. 
cation of — . . * * 

Re-eoployment ofPenslooers— 

Auditor General can iancfion — 
in posts under his control 
Refunds — 


Auditof — 

iodit of _ of „i„; „! «» 

stamps . * Ji* _ , 

— o! fines to be noted m the ^ 

staferaont of fines ano *»-* 

— o/rncomoTex 

— of revenue (IHibhc Workai' 

Auditandadjustmcntof— mo a<„ 

— of stamp duty by Civil «39, 6}0 

• • 409 Rule 2 

Itegtsters — 

^mptatioB by auditors _ , B07HiU»s 

Set ofio Audit Code Porms, 

teglster of Land Charges Kon ra-r i 

:•»«<.! Too). ■ • |3||J 


), 8C| 

Its pojfmg . ' • SM 

on I'oreirn — elTeeferf 
«2 Dob,"”'!? 

treasury to another, how adjust! 

433 l>iffer^« 'ictj^na debit 

• now treated in Audit eoo 

i-nquiryfor adjustment of ont. ' 

standings 

M JoroM.coouolodfor ™ 

“'“"“T fS.ooo,oot letTOo 

.obiffod M?!* 

Oo„„ou„ of , 

II M ‘ * ^93 Note 

Renilltaaees (Public Works}— 

O’ft «t l..o..0lio.a ’ood.; ®‘ 

JT^ »,,«oa.d t. b/cSSi 

) Beads or classes ©f traB»a(M.A»I 

reUtingtcP,bh1fc*'^‘'"“ _ 

«nd offieew in 
1 »o«)uot with another Ao 
; I wuntant Gener.1 to ^ .rf 
justed thniuirh P»,i. 

Accounts Exchange 

Special pornfs reQm„;„ .A ..'^MRulef 

e.B 

Remittances. 

ff.tol, „[.dio.too„t' of'ib, • 

awaitingresponse . o* iwnw 

Remittancecheck Register— ’ 

UoiDtenanco pf 

Mdlto«.each ^ 
W»kinglu80wnentne8 . 607 »„». s 

Rwswal !ee»_ * ^ 

■SSf” — 

order ^ aoaoy 

* • • • .«J Note 
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Sarlew of Audit — caitid 
Auditor ahoold not know whitt 
b)Ua are likely to bo ielt uo- 
reviewed . 211 

Condition of post — by gazetted 
oClcera and it^ treatment . 216.537 

Current — • - 209 

Current — of Divisional Aeounts 
by— 

(}} jJioauperjntending staff • 523— S25 
(2) the gaxetted officer . 528 — 529 

Foceet Officers’ accounts . 708 

Help of Wistani Supennfen- 
dflnt in the — of gaaotted offi- 
cers’ biU« . SIQ (l> Mole i 

How f^rcentases of biUa to be re- 
viewed are ascertained . 211 

Percentages of di/Tercot ciaasce 

of bills to be evanuned at tbe 
current— . 210 

Hointa to bo seen ta renewing 
detailed contingent bills 2{4 Nate 4 

post — by gazetted officers — U 
Bseessary a Senior Accountant 
bay be treated aa a gatettad 
officer for purposes of— . 214 Hole 2 

post — by gatetted officers , points 
to be looked to . 2f4. 216 

Post — by wbom to be conducted . 2l4 ft. B. 
Post — of Divisional accounts . 631—537 
pei^uirebeots of higher Audit 
should be borne in nund in 
conducting post — . . . 215 

Eesult of — to be reported to the 
Deputy Accountant General in 
a separate reguter . . 211 

Benew of of eetablieb- 

znent drawn against a lump 
■ptoTineirfi grant’ Local a»- 
raDgomentsnecessaxyfar— . 214 J 


Kenew ot objections and Qbjec* 
tioQ Statements by garetud 

officers 

See alto Benew. 


Audit and Bcrotiny of — 112, 114—118 

Officers rosponsiblo for scrutiny 

of— . ... . 113 


5aoctfoDs {and Orders)— 
Adnunistratiro approval Scru- 
tiny of — ID respect of civi! 
works of tbe Cbntral Gor- 
eroment .... 
Auditcbeckof — . , JO 

Audit of — for the grant of addi- 
tions to pay end other special 
concessions and allowance* , 
Audit of — to aUooation of Gov* 
emment land .... 
Audit of — to expenditure oa 

works . . . 

Audit of — to OTpendituro against 
closed projects . . . 12l 

Communicationof— . . . 

Detailed audit agusst original — 


125Rttl» 1 

. i&a 


Detailed ~ for detornuning the 
productivity or otherwise of 
a work of irrigation, nanga- 
tion. eto. . . . ,j4s SoJaS 

Pxeeptionol treatment cutside— 
Recommendation by adminis- 
trative autbonties to be sent to 
local Government and not to 
the Accountant General . , Jfots 

Procedure lor smendroeat and 
interpretation of Code — , , -Ml 


to contracts in certain cases . 569 

Doubts as to correctness of — 
issued with the concurrence of the 
Aud-tor General sbouid be refer- 
red to the Auditor General .f0SRais2 
Miscellaneous — to bo noted in 
Part V of the Works Audit 

Eegister 582 

xfecessaxy for expenditure on 

works 544 

Orders of speciai recoveries to be 
noted in Part IV of the tt’otla 
Audit Register ... 58f 

— affecting ffnancial transso- 

tions. Pirisionof— . . Ill 

—of authorities loner tb&n tbe 
Government of India, to b« 
audited by the Audit officer 
concerned . . . , 109 

— of authorities lon-er than the 

Government of India. Proce- 
dure for commutucation of — . f09 

—of the Secretary of State, when 
aecesssry .... J6S 

— to Contracts to be noted in 

Part III of the IVorts Audit 
Register ..... 580 

— to expenditure Chalienge in 

audit ... 125 (I) & (ilk 

— to expenditure, to be noted m 

tbe Audit Register , 137. 420 Rule i 
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INDEX. 


Artitlea 

Ssnctlocs («ni Orders) — ron/J. 

— to WorV* ; Note of — In Tart I 

ofllio Works Audit Itopi'ter 553, 654 

— other than eanetion to Work* 

Note of — In I’ert* II to V of 

tho ^^ork8 Audit Repster . . 658 

— to fitod cliMRca ; to be noted In 

Part 11 of tlio Works Audit 
Register . . . • • 659 

Seerot and confidential — - Proco« 

dure for audit 108 Rule 3 ead 109 Role 1 
ficrulinc and rcristrafjon of — in 
resre'et of I'uUie Works otpen* 
dituro . . . . • 651 

Special Financial-’ 

Necessity for — In certain cares . 649, 656 ! 
Teefmieaf Sanction- 

Record of — to detailed eatlraatea 
for lub.works of a project 
not yet tochoieallj* aanetionad 
butadmlaistretircly approved 693 

Required for audit , , 645 

Scnitinyof— . . . 645 

Tbelracceptanco in audit . . 126 

Aeofao Orders, Rules. Rules and 
Orders 

Sanitary Englntei'i tees- 
How to be adioated in tbs Audit 

office 426(e) 

Old outstanding items to be re* 
ported to local Govemoent 426(e) 

Roles regarding recorenes ef— 
from Hunicjpalities and others , 429 

Seale Audit Regfstir — 

Accountants General are to supply 
necessary information to the 
officer responsible for main- 
taining — . . . . 279 

Form, and bow maintained , . 275—279 

— of chaplains Maintained by 

Accountants General, Centrw 
Rorecues, Madras and Bombay . 279 

— of certain special services . 

ttaintained by the Account- 

ant General, Central Reve- 
nues ... . 279 

6cbeflnle{s>— 

Note of particulars of vouchers, 

• or — in tbo Audit Register - 206 

Procedure of check of lists or — 
sent with the treasury accounts . 205 

Scheduledockets — 

Audit of— . . . 567, 676 

Audit of — for Pereeatage Re- 
coveries . , 877 1 

Schedule ef Debits to Stock . . 623 


Articles. 

Schedule of Debits and Credits to 
hllscellaneous Heeds of Ac- 
count ... . 641—043 

Schedule of Debits and Credits (o 
Reolltanees 001—610 

SehedalB of Deposits 927 

Schedule of Deposit Works . 679 

Schedule of General Provident Fund 
Deductions— 

Qicckof rate of pay by the Audit 
Sections ... . 204Ra]B4 

Schedule of Miscellaneous P. W. 

Advances ... 661 (e), 628 

Schedule of PurebaSBS , . 625 

Seheduis of Rents of Buildings and 
Lands . 661 (b) and (d), 635 

Schedule of Ssttiemeot vith . 

TfessurJes ... .607 

Schedule ofTahavlworlci . , 683, 628 

Seheduieof WorkiExpendltitre . 607 

Scheme— 

Cannot be eanctiosed if a part of 
It requires higher sanction , 125 (vl) 

Frebminary enquiry, survey or ex* 
fenmests, not partofa— 125 (r) RnleS 
Seboiarshlps— , 

Form of the Audit Register of — , 293 Rule 1 
Seerst Documents— 

Acceptance of certi6catea la ben 
Of— , . 109 Rule 1, 181 Rule 1 

Sterttaty of Slate — 

When sanction of the — is neces. 

•ary 109 

Secretary of Stale’s bills — 

La(«ij)gof— . . , .391 Role i 

Securities— 

Rvamination of accounts of in- 
terest-bearing — at ' local ins- 
pections . • . • • . 850 

Service — 

Extension of — of non-gaxetted 
and ministerial Government 
•ervants ..... 290 

Submission of Tecommendation 
6>r extension of — of Indian 
Audit Department officers . 283 

Service Payments for Recovery — 

Nature of items to be placed under 
the bead — in the OMectioa 
Rook 784 
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IKDC^f. 


Aits^Ies. 

ServiceRegJsteis— 

To bo mainioised in tbo Audit 
o£Sc0 for penoQaU}’ audited 
non-gojotted oCicers not in- 
cluded in the History o/ Sor- 
Ticw , . . . . 2ft7 Mtrte. 

Short payment— 

InttmatiOD oX — to GoTcmment 

eetventa 775 , 

SmliColn Depots— 

Audit o{ the eecounts o! — end 
^ra^retion of a g.enera.1 Classi- 
fied Abeteaet theroTorm 606 

BeDUttances la transit iroen — 
bav accounted for . . . fiOONote 

B«autta&ces to and tram < — , tbeu 
eUaaiGcation . . . 402—403 

Shlji«s— 

I&cidenee of Bfilitary pay and 
aUo’irancea ot — temporanty 
etaplored in the Ciril. Tohea 
or Raila’ay Department 182 (f) 

in Civil employ. retjuKed to bay 
discharge from the Army . 164(g) 


Specimen slgnatnre — 

— of gaietted offiecfs inenaudit 

office empowered to issue autho- 
rities fof payment to bo supplied 
to other Audit offices and trca- 
gnnes . , 79- 

Duty of the reLeved officer to 
send to Audit office — of tho 
r8hovin5 officer where pre- 
audit is m force 4 

— of draenng officers requited for 
pto-ftudit of biUs 

Stamps — 

Audit of discount on — . . 

Audit of refunds of ralue of 
spoilt—. . . ,4<l 

Au^t of sate f«oce«d( of — and 
ralne of stock of — 

Examination and Audit of the 
account of ■— forms . . . 

.PXue and minus memo of spoilt — 
in Bengal . . 44 

Refund of Stamp duty by Cinl 
Courts 40 

Statements— 


Spaelaleharges— 

Anditef— «... 40S 

CpMiAlpay— 

Grant of — to typwt employed 
*8 shorthand vnter in as Audit 
office ..... 6$ 

Grant cf — from a separate grant 
for increased work and rospon- 

eibdity 64 

Keceaaity for Auditor Genetal’a 
aanctiOQ to attach — to a 
particnfar pest permanently 64 RQ]e Z 
When admiseibte . . . 64 Rale! 

Special Tenslaas — . 

Cbrtffirate required for payment 
ol— . . 332(a) 

Date of intinution of — to he 
cotadintheRegisteroX— . 832(h) 
Incidence of — . 190 (c) 

Eeguterof — .... 2^ 

Special recoveries {Puhlle Works}— 

Orders of — to bo sated in Part 
IV of the Works Audit Re- 
gister 661 

Register and Broadsheet of — . 434 

Separate register and broad- 
sheet where rate of recorenes 
frequently changes . . , 435 

Sohnussion of JUgisler and 
Dreadsheet to CareUed Officer 
fora«nliny .... 436 


Eiaaunation of — 

Larger paper than foobeap not 
to be used unless absuhitely 
necessary 

Order of arrangement of differ- 
ent Covemmeats m — 
preparation of — 

preparation and aubndasion of 
annual — relating to Publw 
Works . ... 

See ttUa Audit Code Funss, 

Statement nIDishurseiV Accounts — 
Oimptetion of the — fa the Book 
Department . . . 

pjgurea from Exchange Account 
Abstract to be postedin — 

D^res from Transfer Abstract to 
he posted in the — . . . £ 

Local Itemittancea in transit to 
bo posted in the — . . . 

Order in which posted— . . 

Posting in tie — of receipts and 
dishureements as per Divisional 
accounts .... 

Posting of tho — . . . C 

Purpose served by — . 

Separate ~ for the ‘Works Audit 
Section . , . . .6 

Stock- 

Audit of Schedule of Debits to — , 
and posting in the Works Audit 
Register ^ 
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INDEX. 


xek— foifi 

Audit of —• Account 624 

Audit of Volf yoRrly Rcfri*tcr of— 644, 645 
Ocriificate of stock taking in the 

Half-yearly Hcgister of— . . 644 (6) 

Cliock of I«suo Rate' *' in Uio 
Half-yearly Hcpiitcrof — 644(S)&{6) 

Sre ofro Stock Account*, Stores. 

Mk Aeeounta— 

Audit of — , . . . 685 

Check of — maintained in Puhlic ' 

IVofU diTi*ions, hy Inspecting , 

OfEcer* . . . , 845 

See olio Stock, Stores. 

spplDg of payment— 

Sy Accountant General . . 16 (6) 

Jres— 

Audit of ~ . . . 188 

Audit of aecounta of » la the 
possession of an officer or a de- 
partment of GoeemmeDt to be 
arranged for if required bv the 
Oovemot General in Council . 105 

b'CIvlsIoaal Office*" 

Inspection of — by Biristonal Ac* 
countant .... 855 

bordinate Aceotmts Serrfee — 

Accountant General may limit 
pay of a person first appoint* 
edto — . . . . . 54 

Auditor General’s orders neces- 
sary m cases of appointments 
and promotions to — which are 
not tn accordance with rulea , 63 

Claims of passed clerks to appoint. 

ment to the — . . . 61 

Claims for promotion to— . ,47 Kolel, 

60-B. 

Designation of members of the—. 47 

Ehgibihty for bolding charge of a 

Works Audit Section . .617 Rule 2 

Ehgibihty for promotion to ~ of 
clerks who hare passed the old 
examination .... 55 

Ehgibihty for promotion to the 
— of Public Works Account- 
ants home on the All-India 
hst . . . . 67 

Examination . • . App. 4 

Eaduro to pass the — examina- 
tion within the time limit en- 
tails removal from service . 60(3) {*> 

Its branches .... 47 


Sobordlnate Aeeounis Service — tonid. 

Liability of metnLors of — for 
transfer to tli« Auditor Gonoral'a 
oflica , . .47 Note S 

Maintenance of separate lists by 
Accountant General to regulate 
promotion on the old cadre of — 6d 

Monthly Statement of Casualties 
of P. 4V. Accountants of the 
All-India List to the Auditor 
GcnerM . . . . 67 Role 2 

Option of coming on the amalga- 
mated cadro of the — . . 59 

Pay of — men to bo drawn in bills 
separate from those of the 
ctencafatafr . . • - 59 

Promotion of DiviSionM Account- 
ants to the All-India Cadre of 
Public Works Accountants . 67 

Punishment for refusal of trass. 

fer to Auditor General's office . 47 Note 2 
.Recruitment of men to the— , 48 

Rules for determining seniority 
of passed men for promotion 
to tM — . . . . 53 

Rules for the appoiniment of ap- 
prentices to the — ... 50 

Time allowed to prohatiooers and 
apprenticei fer passing the — 
examination . . 49 (S), 60 (8) 

Training of — passed clerks in Publie 
Works Accounts . . E2>A 

Trarelbng allowance may be 

allowed to — clerks sent for 

training in Public W'orks Ac. 

counts 62-A 

SamnsHe* — 

Treasury Audit ~ . 684 

Work# Audit— . ... 681—683 

SopetloT Service (India) Family 
Pernlona Fund- 

Accountants General to send a 
monthly hst of subscriptions re- 
covered — to the Accountant 
General, Central Revenues . 442-B 

Accountant General, Central Reve- 
nue#’ responsibility for correct 
recovery of and accounting for 

Bwbocnptions .... 442-A 

Adioatment of subKcnptions . 442-B 

and 442-E 

Reason# to be furnished for non- 
recovery of or vanation in the 

amount of Bubscnption . • 442-C 

Submission to the India Office of 
quarterly statement of casual- 
tw>, etc. .... 442'A ‘ 

Sobmission to India Office of half- 
yearly atatements of Receipts 
and Charge# of the Food . • 443-A 
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Articles. 

Saperior Stnlces (India) FacoHy Pansian 
Fuad— 

Tc5«grap!> sdrieo to India OBice 

of tfca annual (i^rea . d42'E , 

Snpplementary Divisional AceoQttts— 

Audit of “ . . , . 563,67? 

No actual transactions of ttoeb 
perrmssible m — - . 677 

No cash transactions Bermiasible ' 

m— . • - . 677 i 

Saney cf India — 

Apportionniont of coat ol — i 

(1) Fofoat aurrej carried out hy ! 

the — 181 (4> 1 

12) Forest rsaps supplied by— . 181 (4) j 

Apportionment ol ospcnditure | 

ort — het-ffcon " 20 SaontiCo j 

Department* “ and "5 Land 
Itorenue’’ . 181 <8) 

Saipease AceouQt — 

Balance* of each of (b« — • inbordi- 
nato to the minor bead 
‘'Suspectro ’’ebotild be wxtrbed 
out , , . . . 621-A 

Bioadsbaet of — posted by diflerent 
auditor*, each making his arm 
estnes .... 507 Bole 1. 

Enquiry about delay In adjust. 

mentdetoctoiinEeTsowof— . 620 

Item* to be placed in the column 
— of the Objection Book . . 78l 

hlamtenance in suficieat detail 
to watch clearance of each dia* 
tinet item independently 6I8 I 

Maintenance of Stock — 818! 

ItoTiew and reconcibstion of 

balance of each — . . 618 

Special peraission of the g&rotted 
oEcor for placing items under — 781 

T 

TsJcifl Works— 

A-uditofespendituceon — . 582,684 

Takavl Works Advances — 

Audit of Schedule of — for 
March 631 

Enquiry about delay in edjurt- 

ment detected in renew , 8IM> 

Review and reconciliation of 

balances under the bead — 618 

Telegratoj^ 

To bo Seat with discretion and 

apanngJy .... 96 

. Test Audit— 

— of Accounts of ono month by 
Pubbe ■VTorks Inspecting OE- 
cor check cenducled m— . 837—642 


Article* 

Test Audit— ionti 

— of certain ronchers at TVeasory 
tcupcctton . . .879Hnle2 

Test Audit Note— 

Exftmiaation and disposal .863)663 

Tltne-Scala of pay — 

Auditof estabhsbmonta on — 299, App. li 
Auditof gazetted oEcers Ob — ^1,232 

Tokefli— 

Brass — to be iiaued for bills 
tweroafed for pre-audit . 477 Rule 1 

Theiftitdity, and dally and monthly 
venficalton . . 477Ral9l 

Tool* and plant — 

Audit of the Account of Issues 
of— . . . , 589, 690 

Audit of the Account of Receipt* 
of V . . 591 

Certt6oa1e of tidnng of stock of— 
in the RegiMcrof — . . . 648 (6) 

Cheek of the Register of— . . 646,647 

IntimatiOD to the Audit oStco of 
transfer of any — to another 
divistoa free of cost . . 690 

Ttilnlng— 

Kon-gaxett«d Go<rerement ser- 
vants — to undergo a eooree of 
— orinatrurtion . . . 68-A 

Transfer— 

Change in accouata classification 
of revenue and expenEture on 
Pabbe Work* on their — to 
admiaiatratire control of other 
departmenta .... 652 

Entries to be made In the AuEt 
Register of gazetted oEcera or 
receipt of orders of — . 235 — 237 

Role* relating to — of semen of a 
Goremment servant from one 
office to another . . , lO-A 

—of Goromment eervaats while 
on leave* Date from which it 
takes eSect 183 (d) HE* f 

Treatment of objeetions r< amounts 
recoverable from a GoTemmenl 
servant transferred from the 
distnct ..... 773 

See also Transfer of Charge 
TVansfer Entries— 

Abstract of — for posting State- 
spent of Disbwrrers’ Account 5J2 

Annual — . . . . . 656 

Pbatisg of — tn combined Trans- 
fer LedgerandAbslract . . 474-D 

— pertaiRjDR to the accounts of a 
yew are allowed for wmo months 
after tbe close of the official 
year . . . , tS? Rufe f 
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ArtieW. [ 

TnnsJer ot Chifg^- I 

Xotfs to I'f Wide Itv t\i*i Audkt j 

IVjpttpr wh^n — <i«« or J 

Qotrdftn .tSSRttItl 

S^t^nsfo *j{:D»tuT* of t>>e 

Inc pMeltfd ofTifft to l« fur* 
tush^ to the Audit ofife* where 
fw-suditisinforre . . .233Rn)«2 

Trtnsfers between PcbJfc W«rk* 

OOeen — 

Auditors* dutie* in re<j»et of — . 602, 603 

Auditor*' duties la »ear*«t of 
iteai* wKieh cannot he 

j^red 603 

Broadsheet of — . . 637 

Oearanee of outstanding iteic* 
relatiag to — . at the close of the 
year . • . . > 688 

Rainnc of entries m schedules 602 

Record in the broadsheet of a 
memo, of reconciliation with 
the ledger balance . . . 637 

TrteelUne anovacee— 

Distribotion of — of a Gorern* •' 
sent servant betsreen diSer* 
eat Goerraments . . 189 

Fom of the Aadit Register of — 
and details to be scorded theto* 

u soi 

Inctdeace of — of a Gorenseat 
•etraat transferred fros one 
derartseat to another . • <65 

Ineideace of — of a Goveracoeot 
■errant proceeding to join an 
o&ce .... * 189 

Incidence of of a Goremment 
■errant tailed awaj from doty 
togireeridenee . . 167 

Inridenco of — of a Goremment 
servant transferred to or fros 
Foreign semoe . . . 138 

IncidencB of — of officers of rari- 
ous departments . . . 164 

Incidence of — of a Medici Offi* 
cer attending on a Goremment 
■errant entitled to cacli at* 
tendance . . .tSlROISl 

Progress of expenditmo on — to 
be watched in audit for appro* 
priation check . . . 306 

Scnjtmyof — bills ’ , , . 305 

Special — to ho noted in the ordi* 
nary audit register also . SIS, Hot* 1 
Set alto Recoveries of Orarpayments. 

Tteasuilts — 

Annual review of the working of ■— 800 

Inspection of — by Accounts | 

-—Officer* , . • 893 I 

Interralii at which Inspection of | 

—should he conducted . • ^1 


Artielef. 

Tr*awrle»— confi. 

Refetvnc* to the Iteputy OontroUer 
«f the Currency for special 
points to Vo 'looked into at 
inspection of — . . B70 Role 1 

Ste alto Inspection of Treasuries. 

Trtiwry Aeeonnl»_ 

rioeedure of audit of — . 206 — SOS 

Procedure of audit of sehedultf 
■ent srith .... 205 

Ttsisux} Audit Department— 

Oonsfifution of — . . . 203 

TTeasnry Andlt Summaries ef Publle 
Works TransaeUeo— 

XecoMily for— ■ .... 6M 

D 


Oneoienanted Servlet Family Pension 
mnd— Bengal— 

Responsibility for correct dedse* 
tjon of snhacriptions ; the Ac* 
countant Generu’s duties; the 
form of tbe account and the mode 
of adjustment .... 

Unemployment Insuiasee Contrfhn- 
tloaa— 

Maintenance of accounta of— 


V 


VerlfleaUoD — 

Balances of Small Cbin Depots 699 

Cancelled currency notes . 897— 63S*D 

Currency Balances . . . 891—894 

FarnituTo in Residences of ^gh 

Officials 917—920 

Mint Balances .... 899 — 815 
ferrico for pension . . . 822, S23 

Vouchers — 

Accountant Genera's power to 
increase in special cases tbe 
pnescriVed percentages for 
currentreviewofvouciwrs. . 21f 

Anaugeinent of — for posting 
in tbe Presidency Cassided 
Abstract .... 688 

Arrangements of — for p<os 
QassiSed Abstract . 

Auditof— (Public ITorks) . . 

Audit of— s peecede post* 

tngintbe ... 


443 

458 
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INDEX. 


Articfes. j 

Vouchers — contd | 

AuJjt to SCO tbftt there t« suQi- i 

cient — and sufficient eutiko- ' 

ntyfertaeh fayinent . 404] 

Dcdiiefions irom payment . how I 

posted 465 — 468 

Detailed audit o! — Points to see 33t 
Details of adjustment to be recorded 

on the — . hy the auditor . 207 

Exsmination of — and other 
docojnoBts not *oat with the 
EhvisionaJ accounts hut receis*ed 
afterwards 676 

Fding of ~ received vnth Tr^- 

sujy Accounts , 21S«C, 474 

Forest Department Vouchers 698 

Grass ^mounts of — to be posted 
iQ Departmental dassi&ed 
Abstract . 464 

Note of the words “ Audited ’* and 
"Computed “on — . 673 

JfofeofohjectionBon — . 674 

Note nt particulars of — or a«h«- 

dulesmthaAudtffVeeuter . 207 

Berceatages of di6ereat classes 
of — to be cbockedin audit 135, 210, 211 
Baceipt of pro<audited — by the 
Accounts Branch . . 491 

Bfrcord of — selected for parcen- 
ta|c audit >a a separate register 136 

Selection of — for percentsB® 
audit ... .136 

Steps to bo taken in case — are 
habitually submitted late . 67S Rule 1 

Dse of perforating or’endemin* 
stamps . . 673 Role i 

Vouchers for payments for land . STS 

Vouchers should be taken to in- 
clude fiub-TOuebera . 13I| Bote 

Wanting list of — and other docu- 
ments to be included in the 
Objection Book and Audit Note 07S 

W : 

Works- 

Rate of luterest to be taken into 
account for determining pro- 

doetlrityof — . . . 248 Rsfo 2 

Test for productive — far pur- 
poses af canons of financial pro- 
priety .... 148 Rnie 1 

— of irrigation, nangation, etc — 

Detailed rules for determining 
productinty or otherwise 
of— .... 148 Hals 8 

Works Accounts— 

Annual Certificates cl — Bnlan- 
ffi . . . 593 

Cheek of — at local inspections 648, 849 
Workshop Aecousts— 

Eiaialiiation of th* system ©f — 

at local impcctioas . , 853 


Article*. 

Works Audit Department- 

Audit of Public Works Divisional 

accounts by — . 515, 518, 

619-621 

Current review and compJotion of 

audit . 523. 624 

Diiisiooof— 5l7 

Post Koview of Audit . 631 — 537 

BespowiUhjv of auditors in 
the— ' . 517,516,543 

Responsibility of — for Appro- 

E atioa audit • S22 

t»n of auditors lu th. — . 517 

Supervision of Divisional Accoun- 
tants by — . 538 — 641 

Works Audit Reglstet — 

Check of postings m the — . 565 

Currency of — . 563, 684 

Form . 552 

CroupiQg of all trorkzog estimates 
of expcadilnro on the same 
project under each detaiied bead 
ofaccount in the — . , SST 

Row posted . 520, 521 

Kote of closure of account of 
Deposit Works in the — . S3t 

Koto of Sanctions and orders in 
Parts II to V of the— . 658 

Koto of sanctions to works m Part 
I of the— . . 553, 554 

Opening of new— . . 683 

Fart X of the — should show pro- 
gress of oxpendituie on each work 
or group of works for which them 
IS a separate appropnafion 556 

Sanctions to fixed charges to ha 
noted IB Part II of the— . 559 

Works Aodll Summaries— 

Porm of — to l« prescribed by the 

Accountant General . . . 683 

Kocosatty for — and when and 
how they am to be prepared 879, 681, 

es2 

Works ExpsniiltDre oo tlosed Pro- 
jects .... 125 Role 1 

Wi^ks trail saellons for certain Depart- 
tn«nis of Central Corernnsent— 

Details of —excluded from Detail 

Book . . * . . 685 

Details of— recorded in the Works 
Audit Regiafor . . . 685) 

Fioparation of suitable summanes 

of — 835 

Working Estimates — 

Grouping of — of, and expenditure 
on, the tame project under each 
detailed head of account in the 
Works Audit Register . • 657 

Record of sanetiojis to — in the 
Itegisterof Sanction* . . 595 
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Note of Posting} of Correrffons — coutd. 
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Note of Peating of Correrftons—coatd, 
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Nde of Posting of Corrcctiom — concld. 
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